Federal Highway Introduction to Masterworks
Administration Participant Guide

U.S. Department of Transportation
(‘ Federal Highway

Administration

Introduction to Masterworks Participant Guide




Federal Highway Introduction to Masterworks

Administration Participant Guide
Contents
LR 0 2T K= 1 = N 5
2. Introduction to Using the Participant GUIAE .......oeeiuieiniiiiiii ettt et e e e e e eneanas 6
3. AUFIZO MaSTEIWOIKS OVEIVIEW ....viiiiiii ittt e ettt e et et e et et e et eae s eaatnsnsansnsaatsesaasnsnasnsasrnsnsnnnns 7
3.7, LOZEING INTO MaASTEIWOIKS .. eneniiiiiiiiieiet ettt e et et ettt eae e e et eneaetneeanensensnseasnsansnsnsensnnes 7
3.2. Introduction to the Masterworks User INterface ........ccooviiviiiiiiiiiiiiiiiiiiii e 9
4. CommON APPLICAtION FEATUIES ...enieiieii ittt et e e e ee e e saeneatnensenansasnsanenens 13
4.1.Common Screen Icons and CONTIOLS .....ceuiiuiiiiiiiiiiiiiiii e 13
4.2. Working With List Page ELEmMENTS. ...ttt et et e et e ea e eae e enseansananens 17
R B oo T g 0 T 1 (=Y N 17
4.3.1. Filtering USIiNg SearCh Criteria «.ueueun it iirie e er et ee et e et e eae s ensaeeneantnsnsaenaennn 18
4.3.2.SAVING @ FIlLOI ettt et et e e et et e e e e e e e e enaaae 20
4.3.3. USING @ Pre-DefiNed FilLer ..c.iuin ittt et e et e e e e e e e ean e enenan 22
4.3.4. Setting a Filter as the Default Filter .....vniii i et e e e e e e aaas 24
4.3.5. EdItiNg FIlLEr DETAILS c.uvninieniniiiiiiiii ettt et ettt e e e e e e sa e easasneasnsanssnsennn 25
4.4.Viewing the FOrmM AUIT LOZ ..cuiuiiniiiiiiiie it e et et e et e e et enseensananeasasnsansnsans 27
T (= 11 A =T =1 S PP PP PRPPPPPPNt 30
4.5.1. Attaching Mail Merge Documentstoa Record of a FOrm.....ccouviiiiiiiiiiiiiiiiiii e 30
4.5.2. Downloading Mail Merge Documents from a Record of a Form ......cccoeviiiiiiiiiiiiiiiiiiiiineneens 31
4.5.3. Sending EMail to RECIPIENTS .cuuiuiiii ittt et e et e eae e e s e e ea e sasananaanan 32
4.6. Standard FOrmM FUNCHIONS ...c..iuiiiiiii ettt e e e s e ea e e eaaee 35
4.6.1. VIeWING FOIM Details ..vu ittt ettt et e e e e eae e et saensanansanananasnnn 35
4.6.2. EAItING FOIM Details .ouininiiiiiiiiiiiie e s e e te ettt e e e s ae et tatasnensnsnsasassasasannnns 37
4.6.3. Importing Form Details from an EXCel WOrkboOK......c.vuiuiiiiiiiiiiiiei e 39
4.6.4. Deleting @ FOrM RECOI ..ouiuiiiiiiiiiiiiiie et ettt et e e e e et te st s snenensasasessnsnnnans 47
A N 1 = Tod g1 g T=T o1 £ PPt 49
4.7.7. Attaching @ File 10 @ oM .. it e e e e te et et e e e e s e e e aeanananans 49
4.7.2. Attaching a File 10 @ WOTKFLOW ...unininiiiii ettt e et ea s e e e ae s eas e enaanan 59
4.7.3. Accessing and Downloading Attached Files ......c.iviiiiiiiiiiiiiiiii s aees 62
4.7.4. Deleting AttaChed FIleS ...ttt e e et e e e e et ea s e e ea s saeanenannnn 68



Federal Highway Introduction to Masterworks

Administration Participant Guide
ST =1V o ] (1 (=TT U A {1 U Y PPNt 71
5.1. Managing BoOKMAIKS. ...t r e ettt et e e s e s e e s tatanenensnsnsasarasasnnnannnns 71
5.2. BOOKMArKING @ FOIM . eee ittt et et e e e eae e e se e satnenseansansnsnnenens 71
5.3. Accessing a BOOKMArKEd FOIMN ...u. it rrr et te ettt e e earasaeeeretetesaensnsnsnsnsasesasnnnananns 72
5.4. Editing a Bookmark Name or FOLAer Nam@ .....c.ouieniniiiiieei ettt e e e eaneaens 73
5.5. Deleting @ BOOKMAIK. ... ettt e e e e s asas e setetananensnsnsasasasnsnnnannnns 75
5.6. Deleting a BOOKMAIK Cat@ZOIY ..cuuininiiiiiiiiri ettt ee et ete e eae e eaeteeneaenenatenseasnsansnsnnenens 76
6. WOrKflow Status TranSitioNS. ... cuuiiuiiniii et e e 78
6.7. Performing a WOrKflOW ACTION ... ittt ee e et e et e e e e eeaneanenens 78
6.2. Viewing the WOrKILOW HiSTOMY ...veiiiiii e r e et en e e e s s sasasananaaanans 83
6.3, SELECHING WOIKILOW USEIS. .. niiiiiiiiiiieii ettt e et e et et ee e e saneneaanenseansnasnsanenens 88
6.4. ASSOCIAtING @ WWOTKILOW . uuitiniiiiiiirie e et ee ettt e e s e e saeaeaetetsenensnsnsasasesssannannnns 92
7. ENterprise and ProjeCT FEAtUIES ..vuiui ettt et e eae e e s e e e e e eas e anseansananens 95
7.1. Using the Enterprise SearCh UtIliTY ....ou et e e e e e e ees 95
7.2. Searching for Documents atthe ENterprise LeVEL........euiuiininiiiiiii e e ens 97
7.3. Searching for Documents at the ProjeCt LEVEL........euiviiiiiiiiie e e aes 102
N VA = T G I PP OO P PPNt 106
T AT VIEWING MY TaSKS . cu ittt e et e e e et et e ea e eatneasaenaasnsassnsnsennn 107
7.4.2. Viewing My Tasks within @ Date RanNge.....c.cuiuiiiiiiiiiiiiiiiii e e ettt e e s s s e e anans 108
7.4.3. Completing @ PeNdiNgG TASK ...cuiuiiiiiiiiie et ee e e e e et e s e e ea e sasananaanas 110
7.4.4. Customizing My Tasks NOTifiCAtiONS ....uiuiiieiii e e e e e e e enas 111
7.5. Viewing INDOX NOTITICATIONS «.cuininiiiiiii et e et e e eae e en s e e ea e easanensanansens 114
7.6. Using the Ad-HOC UNIt PriCe SEArCh .....cniiiiii et e e e e e e e e ans 115
7.7. Accessing the Ad-Hoc Unit Price SearCh RESULL .......ouiiiniiiiiii et eeane 120
7.8. Accessing Recent Projects and FOrmMS. o it e e e s e s as e e ans 123
8. RePOrts and DashbOards.. ..o ettt e e e te e e e s s e e e e e e aeaaaaaaans 126
8.1. Accessing Pre-Configured REPOIS «.uiii it e e e et e e e e e e e s e e sanananans 126
8.2 Generating ENterpriSE REP OIS . .uu ittt ee et e et et e et e saa et ea e saeaneneananaans 128
8.3. Standard RePOrt FUNCHIONS. . .iuiiiiiiieiiiii e e e et e e et e e et e e eaeeeteterassnsnsnsnsnsesassseasnnnnns 130
8.3.1. GENErating @ RO .. u ittt ee et ettt e e eaeteaeaaneaetaeasaenaasnsananenannnns 130
TR I o [ o) AT T 3= 2 (=] o Yo ] o PP P PPN 133



Federal Highway Introduction to Masterworks

Administration Participant Guide
R RS TS T- 1V ] oF= =T 2= o Lo o SR PPN 133
8.3.4. Viewing Latest Information in @ REPOI ....cuieiiiiiiiiiiiiii ittt e s s e e e eaans 135
8.3.5. SUDSCIDING 1O REP OIS ..eniniiiiiiii ettt e e e et et e e e eeansananenenan 135

8.4. Accessing Pre-configured Dashboards. ... viiiiiiiiiiii e s es e e ees 140
8.5. DASNDOAIIS .eiiiiiii ettt et a et e e e a e enan 142
8.5.1. Configuring a Dashboard ........cuiiiiiiiii et et e e e e e e e anan 143
8.5.2 Adding Widgets t0 @ Dashboard.......c..iuiuiiiiiiiiee ettt e eee e e e eneenas 144
8.5.3. CUSTOMIZING @ WIZET ... eniniiiiiii i e ettt et e e e e e et sae s enaesnsananenaannn 146
8.5.4.Viewing a DashbOard ... ettt et et e e e e e e e ean e enaanan 148
8.5.5. Setting a Dashboard asthe Default........coiniiiiiiiiii e e aees 149
8.5.6. Modifying Dashboard Details .......c.iuinieiiiiiii ittt e e e e e e ean e enaanas 150
8.5.7. Deleting a Dashboard .......c.ieiiiiiiiiiiiii et r s ee ettt e e e e en s sarasasaarannns 151
O, LIDIArY OVEIVIEW. . it ettt ettt te e ettt et e ea e eaeanenatnansensnsnetnsnseasnenssnsnseasnsnnsnrens 151



Federal Highway Introduction to Masterworks
Administration Participant Guide

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 part is 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 orin
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, or in 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 start using the Masterworks application and its user interface and
various elements to navigate through the key processes in the application quickly.

The options selected for use in this guide are for instructional purposes to showcase the various features
in the Masterworks application. 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 the End User Manual/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. Aurigo Masterworks Overview

3.1. Logging into Masterworks

Prerequisites

Access to any modern web browser. Preferably Google Chrome or Microsoft Edge.
Overview

You can login to the Masterworks application using your network credentials.
Steps

1. Click the https://fhwa.masterworkslive.com/ link.

The Terms and Conditions page is displayed.

2. Readthe rules and guidelines for using the application, and then click Continue to Login.
The login page is displayed.

U.S. Department of Transportation
(‘ Federal Highway

Administration

User Name

®
a | UserName

Password

ﬂ Password
New User! Forgot Password?
OR
e Sign in with Okta

Figure 1: Login Page

3. Enteryour credentials.
4. Click Signin.


https://fhwa.masterworkslive.com/
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5. To login via Okta, perform the following steps:
a. Click Sign in with Okta
The Sign in page displays Sign in with FAA MyAccess and Sign in with LOGIN.GOV
b. Selectthe appropriate option
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3.2. Introduction to the Masterworks User Interface

Every time you log in, you are navigated to the Masterworks Home page. In the application, the modules
and information available to you are based on the following factors:

e Roles assigned to you
e Projects to which you are invited
e Current workflow status of the form

The high-level modules, elements, and features available in Masterworks User Interface (Ul) is illustrated
in the following figure:

Feceral Highwa A |
prosmkis A Home s SM
HOME ENTERPRISE DASHBOARD ‘ ;

Type to Searct X VA Select Dashboard: v £ New

o6

I Notifications [1,123)

n Enterprise Segrch

= Document Search

£ Fund Managerrrere

= Report Gallery

w Ad-hoc Reports
= Ad-Hoc Unit Price Search

= Recent Projects

y

00660 © 6 000

v

Figure 2: Masterworks User Interface

The Ul of Masterworks contains various elements that are described as follows:

Number | ltem Description

1 Profile menu You can view your profile, change your application password, log
out, access the application Online Help, and view the application
version information.

Click your initials to view the options.
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Number | Item Description
Home P v l\/P v1\/|
View Profile
Figure 3: Profile menu
Note: The Manage Two-Factor Authentication option appears in
the profile menu if the Enable 2 Factor Authentication field is
selected in the Administration module.
2 Favorites You can bookmark frequently used pages for easy and quick
access from anywhere in the application.
3 Notification icon

The tasks awaiting your action are displayed for easy and quick
access from anywhere in the application.
Click # to view the list of tasks awaiting your action.

Home P b1 AM

My Tasks 8 X
Q, search by Project or Form x |Y
You have 53 tasks from last 7 days Laost updated at 4:25 PL C
KPra 2906 -
Today
Contract Name: Cont 01 w

Updated to Awarded status

Contract Details « Due on 06-28-2023 » Show Details
847046 CM bug test aa=n -
PN061301 1 Unread JEN

All Notifications

Figure 4: My Tasks

e The number displayed on the notification icon is the
number of unread tasks awaiting your action.

e The number of tasks listed is based on the value defined
in the Filter Window Range (in Days) field in the
Application Settings of the Administration module.

10
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Number

Item

Description

e Inthe My Tasks page, you can view the tasks awaiting your
action, perform workflow actions, and filter and search
the tasks based on projects or forms.

Note: The tasks displayed are based on the most recent tasks
awaiting your action.

Page Navigation
trails/Breadcrumbs

Displays the trail of page navigation links to track your location
within the application.
Click a link to open the page.

Starvation Lane Improvements > Bidding > Advertisement P {‘5 PM

Starvation Lane Improvements

Figure 5: Navigation Trail / Breadcrumbs

Expand the breadcrumb trail to access the whole trail.

Starvation Lane Improvements > Bidding > Advertisement P {5 PM

Home

chments ? Manage
Projects

omize List *7 add

Figure 6: Whole Navigation trail / Breadcrumbs

Form finder

You can quickly search any form in the navigation pane.

HOME

Q sea Xl Vv

z.} m Enterprise Search

= Document Search

s;—‘

Figure 7: Form finder

Enter the name of the form or part of the form name to easily find
the form.

Module name

Displays the name of the module you are currently in.

Module menu

Buttons to access the various modules of Masterworks.
Note: The availability of modules is based on the roles assigned
to you.

Toggle button — Pane

Button to show, hide, and re-size application panes.

Docking the left pane provides more space to view information in
the right pane.

Click | to hide the left navigation pane.

Click | to view the left navigation pane.

Left navigation pane

Links to the forms available in the module.

10

Right action pane

Displays the work area for forms and modules.

11

Loading bar

Displays in motion when the page is loading.

11
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Number | Item Description
12 Toggle button - Button to show the module names in Masterworks.
Modules Click the toggle button ? to view the module names.

HOME

Q, Typeto Search X

r& Projects
D Library

@ Administration
Figure 8: Modules

Click the toggle button € to hide the module names.

12
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4. Common Application Features

This section describes the key features of the application that are commonly available in most forms.
These features enable you to perform routine tasks.

4.1. Common Screen Icons and Controls

The following tables provide a quick reference of tasks that you can perform in a form using common
screen options and controls. Information, screen icons, and controls available to you in the application
are based on the following:

e Roles assigned to you in the enterprise
e Projectsyou are invited to
e Roles assigned to you in a project

The following option groups are described:

e Toolbar options

e Navigation pane controls

e Page navigation controls
e Others

Toolbar Options

Options available to you in the toolbar are contextual. On the list page of a form, all global functionalities
are available when no records are selected. Record-specific functionalities are available based on the
number of records (single or multiple) selected on the list page.

Tool Icon Function
New 4] Mew Create a new form.
Edit _{ Edit Edit form information.
View © View View form information.
Delete [ir Delete Delete the record.
Copy IO copy Create a new form by copying specific information from a
selected form.
History @ History e View the workflow history of the selected form.
e Display the attachments added or linked to the form on a
workflow transition.
Associate & Associate Change the default workflow of a form.

13
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Tool lcon Function
Workflow & Workflow User(s) Select specific users to mandatorily take a workflow action.
User(s)

Show Pending
on User(s) /

-80 Show Pending On User(s)

Show/hide the Pending On User(s) column on the list page. The
Pending On User(s) column displays the users names of

Hide Pending stakeholders on whom the workflow action is pending.
on User(s)
Select *L" Select Actions ~ Perform a workflow action to transition a record from its current
Actions workflow stage to the subsequent workflow stage.
Reports [E] Reports ~ View reports related to the form.
Attachment é] Access files that are attached to the records of a form.
Audit Log & Audit Log View the following information for each form:
Addition of a record
Deletion of arecord
Modification of arecord
Filters Y Search for specific records that match the criteria you provide.
Previous 4 Displays the previous record.
Record
Next Record \ 4 Displays the next record.
Reorder (8] Reorder Reorder items to move within the container or to other

containers.

Refresh Line

Q-, Refresh Line Number

Sets line numbers of items in a sequential order. Primarily used

Number after deleting an item.

Flat List EE Flat List View the items as a list without the grouping of containers or
groups.

Records View the number of records selected in a list page. Also, to

Selection deselect all selected rows, click E .

More © More ~ View additionalfeatures available in the toolbar.

Navigation Pane Controls

Function

Expands the group in the navigation pane to view the nodes in the group.

|| Hg
=

Collapses the group in the navigation pane.

Expands the tree structure in the navigation pane.

Collapses the tree structure in the navigation pane.

—

Expands the folder in the navigation pane to view the nodes in the folder.

14
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Page Navigation Controls

Icon Function
Navigate to first page

Navigate to previous page

(1] Current page

(1]2 s Pages

[» | Navigate to next page

> | Navigate to last page

Others
Term Description Function
Sort and Filter | General sort and Sort or search for specific records that match criteria you
filter options provide in tables.
Sort:
Click the required column name to sort records in that column.
Click once to sort the column in ascending order, click twice to
sort the column in descending order, click thrice to reset to the
default order.
Filter:
1. Enterthe search criteria in the filter text box in the
required column.
2. Click
3. Clickthe appropriate filter option for the specified filter
criteria.
4. To use afilter expression, select the appropriate logical
operator and then click Filter.

Contextual Toolbar options at On selecting arecord in a list page, the contextual menu &

Menu Options | the record option is made available in the first or third column.

When you click this menu, the list of contextual functions you
can perform is displayed.

Page load Page load indicator | Indicates that information in the page is loading. Itis
recommended that you perform any action in the application
only after the page completes loading.

Sessiontime | Pop-up with The session timeout notification is displayed after the specified

out session time out time duration before the application logs off automatically.

details Click Continue to continue the current session.

15
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Term

Description

Function

Tooltip

Additional
information about
an Ul element,
such as text box,
drop- down, or
check box.

When you hover over the mouse pointer or click the @ icon, a
brief description or hint about the particular Ul element is
displayed.

16
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4.2. Working with List Page Elements

You can perform these tasks on list page of a form.

Sorting on List Page Columns

Introduction to Masterworks
Participant Guide

To sort records on a list page, click the required column name to sort records in that column.

o Click once to sortthe column in ascending order
o Click twice to sort the column in descending order
o Clickthrice to reset to the default order

GLOBAL FUND LIST

.ﬁ New M Workflow ~ [‘;_'] Reports ~ E‘\;? Excel Import / Export ~

D l-l Fund Source ID Fund Source Name Hund Source Code

’ Click here to sort by Fund Source ID

D GFL-148 Test0123 123456

Figure 9: Sorting on List Page

Grouping Records in List Pages

You can group records based on the values in a column. To group records, right-click the required
column, and then click Group By. To ungroup, right-click the required column, and then click

Ungroup.

GLOBAL FUND LIST

-|:I New &.\ Workflow ~ [éJ Reports ~ ['\;f Excel Import / Export ~ (

[:] U Fund Source ID und Sauirce Mame Fund Source Code
o8 Group By n |
g8 Ungroup

D GFL-148 =0 LS 123456

[:] GFL-145 TECH TECH

Figure 10: Grouping Records in List Page

4.3. Form Filters

In a list page of a form in the application, you can search for specific records that match the criteria you
provide. Records that match the criteria defined are displayed on the list page. You can also define and
save search criteria as pre-defined filters.

If you apply multiple filters successively, the results are based on the collective search criteria. That is, if
you apply a filter, then follow it up with another filter on a different column, then the second filter is
applied on the results of the first filter.

17
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You can search for records using either of the following ways:

4.3.1. Enter search criteria
4.3.3. Use a pre-defined filter
Refer to the following topics to manage filters:

4.3.2. Saving a Filter
4.3.4. Setting a Filter as the Default
4.3.5. Editing a Filter Name

4.3.1. Filtering Using Search Criteria

Overview

Introduction to Masterworks
Participant Guide

The following procedure describes the steps to search for records by defining the search criteria. The

PROJECTS list page is used here as an example.
Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q 1ypeto Search X W A f1New [ Workflow ~ [£] Reports ~ &p ManageUsers P Mark Offline/Online
n 0  Project Code Project Name Project Description
4 Selart Prajar - 8
4 Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ..

A SIT - CA ERFQ FS LSPDR 2023-1(1)
SIT MT NP5 GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ...

@ All Projects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstruction of 12 ...
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstruction of 12 ...

|

Figure 11: Navigation to Project module

18

@ More -

Business Unit

Western Federal Lands
Western Federal Lands
Western Federal Lands

Western Federal Lands
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2. Enterthe search criteria in the filter text box in the appropriate columns. For example, if you are
searching for projects with Business Unit as Central Federal Lands, then in the Business Unit

column, in the filter text box, enter Central Federal Lands.

PROJECTS

ﬂ New

)

L—{' Warkflow -

Project Code

SIT- CA ERFO FS LSFDR 2023-1(10)

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ...

SIT MT NPS GLAC 14(4) & MT NP5 GLACIER ...

SIT MT NPS GLAC 14(4) & MT NP5 GLACIER ...

SIT MT NPS GLAC 14(4) & MT NP5 GLACIER ...

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ...

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ...

SIT MT NPS GLAC 14(4] & MT NPS GLACIER ...

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ...

SIT MT NPS GLAC 14(4) & MT NP5 GLACIER ...

SIT MT NPS GLAC 14(4) & MT NP5 GLACIER ...

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ...

SIT- CAERFO FS LSPDR 2023-1(1) (1)

83 Manage Users

P& mark offline/online
Project Name
SIT - Black Mountain R..
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...

Rehabilitate Many Gla...

Rehabilitate Many Gla...

SIT MT NP5 GLAC 14(4...

Rehabilitate Many Gla...

SIT - Black Mountain R...

4
BB :::«5¢73:0n.HH0

3. Click Filter
following image displays the filter options that are available for selection.

Business Unit
Central Federal Lands F

Central Federal Lands
Western Federal Lands

Western Federal Lands

@ More -

Project Description
ERFO spot repairs incl...
Reconstructionof 12 ..,
Reconstruction of 12 ...
Reconstruction of 12 ...
Reconstruction of 12 ...
Reconstruction of 12 ...
Reconstruction of 12 ..,
Reconstruction of 12 ...
Reconstruction of 12..
Reconstruction of 12 ...
Reconstructian of 12 ...
Reconstruction of 12 ...

ERFO spot repairs incl...

Business Unit

Central Federal Lands

Central Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Central Federal Lands

Figure 12: Filtering Criteria

Project Status

No Filter

Contains

Does Not Contain

Starts With
Western Federal Lands

Ends With
Western Federal Lands
Western Federal Lands Equal To
Western Federal Lands Not Equal To
Western Federal Lands s Empty

Western Federal Lands

Western Federal Lands

Is Not Empty

Clear All Filter

Figure 13: Filtering Options

19

Project Status

Design

Construction
Construction
Construction
Construction
Construction
Construction
Construction
Construction
Construction
Construction
Construction

Acquisitions

Active

O

>

Fage 1 of 34

. Various filter options are displayed to filter information on the column. The
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The following table describes the available filter options.

Filter Option Description
No Filter Removes the filter criterion in that column.
Contains Displays records that contain the characters as specified in the criterion.

Does Not Contain

Displays records that do not contain the characters as specified in the
criterion.

Starts With Displays records that contain the characters as specified in the criterion at
the beginning of the column value.

Ends With Displays records that contain the characters as specified in the criterion at
the end of the column value.

Equal To Displays records that exactly match the characters as specified in the
criterion.

Not Equal To Displays records that do not match the characters as specified in the
criterion.

Is Empty Displays records that do not have data in the column being filtered.

Is Not Empty Displays records that have data in the column being filtered.

Clear All Filter

Deletes filter criterion in all the columns and displays all records.

4. Click the appropriate filter option for the specified filter criterion. Once the filter is applied, the

blue-colored ] filter icon indicates the columns on which the records are filtered.

4.3.2. Saving a Filter

Overview

You can pre-define and save filters for future use. The following procedure describes the steps to define

and save filter criteria as a pre-defined filter. The PROJECTS list page is used here as an example.

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS

PROJECTS

Q, Iype to Search X W oA 41 Mew [ workflow ~ [8] Reports ~ 8y ManageUsers  [g Mark Offline/Online &) More ~
5 ) Project Code Project Name Project Description Business Unit
ﬂ Selart Project - )
4 Recent Projecrs
SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Mary Gla... Reconstructionof 12 ... Western Federal Lands
i SIT- CA ERFO FS LSPDR 2022-1(1)

@

All Projects

SIT MT NPS GLAC 14(d) & MT NPS GLACIER Rehabilitate Many Gla.. Reconstructionof12 ..  Western Federal Lands

SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands

SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands

Figure 14: Navigation to Projects module
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2. Enterthe search criteria in the filter text box in the appropriate columns.

PROJECTS

ﬂ New ﬁ Warkflow - -‘-"b Manage Users @ Mark Offline/Online

Q Project Code Project Name

SIT- CA ERFO FS LSFDR 2023-1(10) SIT - Black Mountain R..

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla...
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER ... Rehabilitate Many Gla...
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla...
SITMT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla...
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla...
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla...
SIT MT NPS GLAC 14(4] & MT NPS GLACIER ... Rehabilitate Many Gla...
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla...

SITMT NPS GLAC 14(4) & MT NP5 GLACIER .. Rehabilitate Many Gla...

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... SIT MT NP5 GLAC 14(4...

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla...

SIT- CAERFO FS LSPDR 2023-1(1) (1) SIT - Black Mountain R..

4
nn[1]2 3 4 5 & 7 &8 9 10 . un

@ More -

Project Description
ERFO spot repairs incl...
Reconstructionof 12 ...
Reconstruction of 12 ...
Reconstruction of 12 ...
Reconstructian of 12 ...
Reconstruction of 12 ...
Reconstructionof 12 ..,
Reconstruction of 12 ...
Reconstruction of 12..
Reconstruction of 12 ...
Reconstructian of 12 ...
Reconstruction of 12 ..

ERFO spot repairs incl...

Figure 15: Filter

Business Unit

Central Federal Lands

Central Federal Lands

Western Federal Lands
Western Federal Lands
Western Federal Lands
Western Federal Lands
Western Federal Lands
Western Federal Lands
Western Federal Lands
Western Federal Lands
Western Federal Lands
Western Federal Lands
Western Federal Lands

Central Federal Lands

3. Inthetool bar, click T The Filters dialog box is displayed.

5 l FILTERS

Save Applied Filter

Clear Filter */

1ds L
ds | Business Unit Filter v | X

ids  Select Filter

ds

1ds -

Figure 16: Filters Dialog Box

4. Inthe Save Applied Filter box, enter the name of the filter.

5. Click .
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4.3.3. Using a Pre-Defined Filter

Prerequisites

At least one saved filter exists.

Overview

The following procedure describes the steps to use a pre-defined filter. The PROJECTS list page is used
here as an example.

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto Search X W oA 4) New [ workflow ~ [&] Reports ~ 8y ManageUsers P Mark Offline/Online &) More ~
n 0  ProjectCode Project Name Projeci Description Business Unit
Selarct Preject A
.
A Recent Projects

SIT MT NPS GLAC 14(4) 8 MT MPS- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

B 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) B MT NF5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

|

Figure 17: Navigation to Projects modules

2. Inthetoolbar, click T .
The Filters dialog box is displayed.

FILTERS Clear Filter %/

Save Applied Filter

Select Filter

Business Uni... 7Sy 4r T

Figure 18: Select and Apply Filter

3. Inthe Select Filter section, select the appropriate filter. Available options are filters defined for
the page.
4. Click Apply Filter.
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5. Thefilteris applied, and the color of the filter icon T inthe toolbar changes to blue.
6. Optionally, to clear the filter, in the tool bar, click Y , and then click Clear Filter.
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4.3.4. Setting a Filter as the Default Filter

Prerequisites
At least one saved filter exists.

In the list page of a form, you can set afilter as default. On opening the list page, the page displays only
records that match the filter criteria.

The following procedure describes the steps to define a default filter. The Projects list page is used as an

example.
Steps

1. Inthe module menu, click Projects.
The Projects list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X woA .ﬂ Mew  [&] Workflow ~ @I Reports ~ fb Manage Users g Mark Offline/Online @ Mare -
n O  Project Code Project Name Project Description Business Unit
Selart Project -
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

i3] SIT - CA ERFO FS LSPDR 2022-1(1}
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionoaf12 .. Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

|

Figure 19: Navigation to Projects modules

2. Inthe tool bar, click T .
The Filters dialog box is displayed.

FILTERS Clear Filter %/

Save Applied Filter

Select Filter

Business Uni... 7 ¢ 4

Figure 20: Filters Dialog Box

3. Inthe Select Filter section, select the appropriate filter.
Available options are filters defined for the page.
4. Click ™ to set the selected filter as default.
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5. On loading the page, the default filter is automatically applied.

4.3.5.

Editing Filter Details

You can modify the name of a filter, and replace the search criteria of afilter.

4.3.5.1. Updating the Filter Name

Overview

Introduction to Masterworks
Participant Guide

You can update a filter name. The following procedure describes the steps to update the filter name. The
Projects list page is used here as an example.

Steps

1.

2.

In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Typs to Search X| W A 41 New [# wWorkflow - [&] Reports ~
i:] 0  Project Cade
Select Preject - o
E A Recent Projects
SIT MT NPS GLAC 14(4) & MT NPS- Test GL..
3l SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER
@ All Projects SIT MT NPS GLAC 14(4) & MT NPS GLACIER

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ...

Figure 21: Navigation to Projects Module

In the tool bar, click 7 .
The Filters dialog box is displayed.

FILTERS Clear Filter X/

Save Applied Filter

Select Filter

Business Uni... R+ KT ]

Figure 22: Filters Dialog Box
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3. Inthe Select Filter section, select the appropriate filter. Available options are filters defined for
the page.

4. Click 7 to edit the name of the filter.

5. Inthe text box, rename the filter, and then click ’,

4.3.5.2. Replacing a Filter
Prerequisites

At least one saved filter exists.
Overview

You can replace the search criteria of a filter with different search criteria. The following procedure
describes the steps to replace existing filter criteria with new filter criteria.

The Projects list page is used here as an example.
Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto Search X W A f1New [ workflow ~ [£] Reports ~ fp ManageUsers R Mark Offline/Online () More +
'x.] ol 0  Project Code Project Name Project Description Business Unit
Sel2cr Project ~7
T T T T
E A Recent Projacrs - . . .
SIT MT NP5 GLAC 14(4) & MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionofi12 ... Western Federal Lands
3l SIT-CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
@ All Projecrs SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ..  Western Federal Lands
|}

Figure 23: Navigation to Projects module

2. Enterthe search criteria in the filter text box in the appropriate columns.
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3. Inthe tool bar, click T,
The Filters dialog box is displayed.

FILTERS Clear Filter X/

Save Applied Filter

Select Filter

[ Business Uni... R+ KT ]

Figure 24: Filter Dialog Box

4. Inthe Select Filter section, select the appropriate filter. Available options are filters defined for
the page.
5. Click T . The filter criteria of the selected filter is replaced with the new criteria defined.

4.4. Viewing the Form Audit Log
Overview

The Audit Log feature records information of operations performed in a module in the application.

e Field information inserted on creation of a record
e Field information deleted on deletion of a record
e Field information updated, inclusive of the following:

o Field information inserted to a record of a form
o Field information updated in a record of a form
o Field information deleted in a record of a form

e User name of the user who performed the action
e Date and time the action was performed

You can also filter the log to view only specific information.
Additionally, you can download the audit log information to an Excel workbook.
Steps

1. Inthe project navigation pane, click the required form to openit.
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2. Toview the audit log of all records, in the tool bar, click Audit Log.

PROJECTS
.ﬂ New J,—*H Workflow - E Reparts ~ ‘Fg Manage Users E’.}.; Mark Offline/Online @ More ~
9] Froject Code Project Mame Froject Descriptic rpject Status
=g Customize List

SIT - CA ERFO FS LSPDR 2023-1(10) SIT - Black Mountain R... ERFO spot repair: [l Execute Project Extraction Jesign
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla... Reconstruction of 12... Western Federal Lands Censtruction
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla... Reconstruction of 12... Western Federal Lands Censtruction
SIT MT NIPS GLAC 14(<4) & MT NPS GLACIER ... Rehabilitate Many Gla... Reconstruction of 12... Western Federal Lands Construction
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER ... Rehabhilitate Many Gla... Reconstruction of 12...  Western Federal Lands Censtruction

Figure 25: Audit Log

Alternatively, to view the audit log of a specific record, select the record, and then click Audit Log.
The Audit Log page is displayed.

AUDIT LOG

@ Back 0 Report Status

Duration “: By Date v
From Date *: 06/24/2024 - ToDate ": 07/01/2024 =
Action *: | Al items checked v Action By *: |l items checked v
Form Fields *: Select Fields @ v
Figure 26: Audit log Details Page
Note: If Audit Log is not available, click More, and then click Audit Log.
3. Optionally, to filter audit log information, use any of the following filters:
Filter Option Description
Duration Select the duration to be specified to filter audit log information based on

specified time periods. Based on the option selected, perform the
following steps:

e [fthe selected option is By Date, then perform the following steps:

a. Corresponding to From Date, clickE, and select the date
from which the audit log information must be displayed.

b. Corresponding to To Date, clickg, and select the date until
which the audit log information must be displayed.

e [fthe selected option is By Month, then perform the following steps:

a. Fromthe Month drop-down box, select the month for which
the audit log information must be displayed.

28



Federal Highway Introduction to Masterworks
Administration Participant Guide

Filter Option Description

b. From the Year drop-down box, select the year for which the
audit log information must be displayed.

e [fthe selected option is By Quarter then perform the following
steps:

a. From the Quarter drop-down box, select the quarter for
which the audit log information must be displayed.

b. From the Year drop-down box, select the year for which the
audit log information must be displayed.

Action Select any of the following options:

e Select Delete to view details of fields that were deleted.
e SelectInsertto view details of fields that were inserted.

e Select Update to view details of fields that were updated.

Action By Select users who performed the selected actions. Available user names
are of users who have created, modified, or deleted a record of the form.
Form Fields Select the fields on which an action was performed.

4. Click Generate Report. Alternatively, to download the audit log information to an Excel workbook,
click Excel Export.

AUDIT LOG

@ Back e Report Status

Duration *: By Quarter -
qQuarter "1 | apriljune - Year 1 2024 v
Lk § i % .
Action | Al jtems checked hd Action By " 7itemns checked v
Form Fields *: Projects; Project Code; ... & v Generate Report Excel Export

Parent Key Record Identifier Table Name Field Name Action Qld Value New Value Action By Action On
21919 SIT MT NPS GLAC 14(4) & MT NPS ... PROJECTProj... Total Cbligat.. Update 20628622.05 19222943.56 Rachel Rosen 06/26/2024 2:... *
21878 SIT - CAERFO FS LSPDR 2023-1(1)... PROJECTProj... Total Contrac.. Update 2763873.3300  Rachel Rosen 06/26/2024 2....
21886 SIT- CAERFOFS LSPDR 2023-1(1)...  PROJECTProj.. Startof Cont.. Update 03/07/2024 04/01/2024 Kim Pellegrini  06/21/2024 9.
21886 SIT - CAERFO FS LSPDR 2023-1(1)... PROJECTPrej... Revised Conr.. Update 09/19/2024 10/14/2024 Kim Pellegrini  D6/21/2024 9:...
21886 SIT- CAERFOFS LSPDR 2023-1(1)...  PROJECTPrej... Current Comt.. Update 276387333 Kim Pellegrini  D5/21/2024 6:...
21886 SIT - CAERFOFS LSPDR 2023-1(1)... PROJECTPrgj... Start of Cont... Update 12/05/2023 03/07/2024 Kim Pellegrini  05/21/2024 8....
21886 SIT - CAERFO FS LSPDR 2023-1(1)... PROJECTPrgj.. Revised Ceni.. Updale 06/21/2024 09/19/2024 Kim Pellegrini  05/21/2024 8:...
21886 SIT - CAERFO FS LSPDR 2023-1(1)...  PROJECTProj.. Estimated Co.. Update 06/21/2024 09/18/2024 Kim Pellegrini  056/21/2024 &:...
21886 SIT- CAERFOFS LSPDR 2023-1(1)...  PROJECTProj... Srart of Cont.. Updare 10/01/2023 12/05/2023 Kim Pellegrini  D&/21/20248:... w

mnﬁ} 2 3 a4 uu Page size: 50~ ES s aomes

Figure 27: Audit Log Results
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4.5. Mail Merge

The Mail Merge feature enables you to attach mail merge documents to a specific record of a form,
download mail merge documents from a specific record of a form, and send email notifications with
specific form information as an email attachment to specific recipients.

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 in the Library module 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.

Additionally, you can download the mail merge document from the records of the associated form.
The functional flow for mail merge is as follows:

4.5.1. Attach mail merge documents to a form

4.5.2. Download mail merge documents from a form

4.5.3. Send mail merge documents to recipients

4.5.1.Attaching Mail Merge Documents to a Record of a Form

Prerequisites

e Mail merge is configured for the selected form.
e The logged-in user is invited to the project and provided with the Edit permission.

Overview
You can attach a mail merge document to a specific record of a form.
Steps

1. Onthe appropriate list page of a form, select a record for which the notification has to be
attached.
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2. Click Mail Merge, and then click Merge and Attach.

PROJECT FUND LIST
s e m B-v-B{@]o-

O M  Project Fund ID

Source Code Fund Source Type Fund Description

[ Merge and Attach

[ Merge and Download
AT H [2¥ Merge and Email E gon
D PFL-7 arceun vomn23 CON
D PFL-6 CONO6 CONO6 CON

Figure 28: Merge and Attach
The Merge And Attach dialog box is displayed.
Merge And Attach X

Mail Merge Configuration " ~

Convert to PDF  : |:|

Figure 29: Merge and Attach Dialog Box

3. From the Mail Merge Configuration drop-down list, select the appropriate configuration.
Available options are the configurations associated with the form.

4. To convert the mail merge document to PDF, select the Convert to PDF check box. If the check
box is cleared, then the mail merge document is attached in Word format.

Note: If the Convert to PDF check box is selected at the time when the mail merge is configured,
then this check box is selected. Clear the check box to attach the mail merge documentin PDF
format.

5. Click Attach. The mail merge document is attached to the record and available in the
Attachments section of the record.

4.5.2. Downloading Mail Merge Documents from a Record of a Form

Prerequisites

e Mail merge is configured for the selected form.
e The logged-in useris invited to the project and assigned with the View permission.

Overview

You can download a mail merge document from a specific record of a form.
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Steps

1. Onthe appropriate list page of a form, select a record from which the document must be
downloaded.
2. Click Mail Merge, and then click Merge and Download.

PROJECT FUND LIST

J e W E-v- B & O
O 0 Project Fund ID Source Code Fund Source Type Fund Description
[ Merge and Attach
|IL.'| Merge and Download
PFL-8 H 3V Merge and Email E e
D PFL-7 arceon von23 CON
D PFL-6 CONO6 CONO6 CON

Figure 30: Merge and Download
The Merge And Download dialog box is displayed.

Merge And Download X
Mail Merge Configuration " ~

Convert to PDF  : D

Download Cancel

Figure 31: Merge and Download Dialog Box

3. From the Mail Merge Configuration drop-down list, select the appropriate configuration.
Available options are the configurations associated with the form.

4. To convert the mail merge document to PDF, select the Convert to PDF check box. If the check
box is cleared, then the mail merge document is downloaded in Word format.
Note: If the Convert to PDF check box is selected at the time when the mail merge is configured,
then this check box is selected. Clear the check box to download the mail merge document in PDF
format.

5. Click Download. The mail merge document is downloaded to the local hard drive.

4.5.3. Sending Email to Recipients
Prerequisites
e Mail merge is configured for the form.

e Mail body templates are available in the Mail Body Templates catalog of the library.
e The logged-in user is invited to the project and assigned with the View permission.

Overview

You can send email notifications after configuring Mail Merge feature for the form. The mail merge
documentis sent as an attachment.
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Steps

1. Onthe appropriate list page, select the records the details of which must be sent to recipients.
2. Click Mail Merge, and then click Merge and Email.

PROJECT FUND LIST

s o m A-u-E{@]o- e

O g Project Fund ID Source Code Fund Source Type Fund Description
[E Merge and Attach

[A Merge and Download

HRED H [2¥ Merge and Email B ey
O PFL-7 aricun coni23 CON
D PFL-6 CONO6 COND6 CON

Figure 32: Merge and Email
The Merge And Email dialog box is displayed.

Merge And Email X
Recipient(s) "
Mail Merge Configuration " v
Mail Body Template " v

Convertto PDF : []

Figure 33: Merge and Email Dialog Box
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3. Inthe Recipient(s) field, perform the following steps to select email recipients:

a. Click!  to select the required recipients.
The Recipients dialog box is displayed.

Recipients

0 selactad of total 342

O

Heid | Hirshrunner
Heid | Hirsbrunner
Heid | Hirsbrunner
Heid| Hirsbrunner
Heid Hirsbrunner
Heid! Hirshrunner
Heid | Hirsbrunner
Heid | Hirsbrunner
Heid | Hirsbrunner
Heid| Hirsbrunner
lieale Spencer

Scale Spencer

Seale Spencer

Oo0OoooooooooOoooOoo

Seale Spencer

The dialog box lists all the active users of the application.

Y | Email ID

Heidl_Des gnzr@zurigo.com

Heid_Des gnComoonentLcad@aurige.com
Heid _LezdDesigner @aurigo.ccm
Heid_DesgnQAQL@aurigo.com

Heid| HighwayDesignManager@zurigc.com
Heid_ProjectManager@aurigo.com

Heid _NEDesigneri@aurigo.com

Heid _AELead Designer@aurigo.com

Heid _AEManager®@aurigo.com

Heid| PayltemTeam@aurigo.ccm
Neale_Administrator@=urign.com
Beale_Gesigner@aurigo.com

Beale DesignComporentlead@aurigo.com

Beale_LsadDesigner@aurigo.com

Figure 34: Recipients Dialog Box

X
T | Type T
User a
User
User
User
User
User
User
User
User
User
Lzer
User
User
User v

41 -80 of 342 items

b. Selectthe appropriate recipients, and then click Select. Alternatively, you can enter the

email addresses of the recipients. You can enter multiple email addresses separated by a

semicolon (;).

c. From the Mail Merge Configuration drop-down list, select the appropriate configuration.

The available options are the mail merge configurations associated with the form.

From the Mail Body Template drop-down list, select the appropriate template. Available

options are mail body templates defined in the Mail Body Templates catalog of the library.

f. To send the mail merge document in PDF format, select the Convert to PDF check box to

convert the mail merge document to PDF. If the check box is cleared, then the mail merge

documentis sent in Word format.

Note: If the Convert to PDF check box is selected at the time mail merge is configured, then this
check box is selected by default. Clear the check box if conversion of the mail merge document to

PDF is not required.

4. Click Send.

The email with the mail merge document as attachment is sent to the selected recipients. If

multiple records are selected, then separate emails for each record is sent to the recipients.

34



Federal Highway Introduction to Masterworks
Administration Participant Guide

4.6. Standard Form Functions

Viewing, editing, deleting information in forms, and generating reports from all forms are similarin
procedure throughout the application.

All tasks that you can perform are based on the roles assigned to you in a project and the permissions
granted to the roles.

The following form-related tasks are common in the procedure for all forms in the application:
4.6.1. Viewing Form Details
4.6.2. Editing Form Details

4.6.3. Using the Excel Import and Export Feature

4.6.4. Deleting a Form Record

5. Bookmarking Frequently Used Pages

4.6.1.Viewing Form Details

You can view form details based on the workflow stage of the selected record, and the roles assigned to
you in the project. It may not be possible to view records in a particular stage depending on the workflow
definition of the form.

You can view form details in two ways:

4.6.1.1. Information of a single form record in the application

4.6.3.3. Information of all form records in a Microsoft Excel workbook

4.6.1.1. Viewing Information of a Single Record
Prerequisites

e Required permissions to view information
e Permissions to view information in a particular workflow stage
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Steps

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

PROJECTS PROJECT FUND LIST
Q Type o Seard X WA ) uew [ workflow = [ reports Byt ExcelExport + € More - T
ﬂ <IT~ CA ERFD FS LSFOR 2023 = El Q Preject Fund ID Fund Seurce Name Fund Seurce Code Fund Source Type Fund Description Accou
T T T T T
ceneral (7] a (7] (7] (7]
O PFL-4 CONO4 COoND4 CON CLINOO101: ERFO 15850
A TSIt CaERFO B LSPDR 2023
O PFL-3 CONO3 COoND3 CON Option X 84651
@, + Documznts
O PFL-2 CONOZ CoN02 CON CLINOO101: ERFO 15850
= Decurent Szarch
O PFL-1 CONO1 Cono1 CON CLINOO101: Mon-ERFO 15850
= Praject Repert Gallery
= Project Calendar
— Fund Management
® Projecr Fund Transaction
® Tunding Rules
+ Bic Fstimare Informaran
+ Bicding
+ Conurscis
4 »

4 QR oo —
Figure 35: List Page

2. Select the required record from the list page.
3. Click View.

PROJECT FUND LIST

7 o AT @@ O =

D E] Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

PFL-4 E CONO04 CONC4 CON CLINOO101: ERFO

D PFL-3 CONO3 CONGO3 CON Option X

D PFL-2 COND2Z COND2 CON CLINOO101: ERFO

D PFL-1 COND1 CONO1 CON CLINDO101: Non-ERFO
Figure 36: List Page
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The details page of the form is displayed.

PROJECT FUND LIST

_ﬁ‘ Edit @ Cancel [#] Workflow ~
Project Fund ID : PFL 2
Fund Source Name *: CQHNO4
Fund Source Code : CONOD4
Fund Source Type : CON
Fund Source Category @ [RFC

Default Fund Rule Name *:

Fund Description

Account Number

100% CONOZ - ERFO

¢ CLINOOTO1: ERFO

1 15B6062201103.A40.CN.15F1.06.

Introduction to Masterworks
Participant Guide

1606000000
Account Priority

Authorized Amount ($) : 0.00

Original Authorized Amount ($) : 0.00

Expended Amount (§) :

Probable Expenditure ($)

Remaining Amount ($) : 0.00 v
ex. ] >

Figure 37: View the Record

You can view form details based on the workflow stage of the selected record, and the roles
assigned to you.

4. Click Cancel to return to the list page.

4.6.2. Editing Form Details

Prerequisites

e Required permissions to edit form information
e Workflow stage allows edits to information
e Permissions to edit information in a particular workflow stage

Overview

You can modify form details based on the workflow stage of the selected form. It may not be possible to
edit records in a particular workflow stage depending on the workflow definition of the form. Form
information is editable based on the roles assigned to the user.

You can also update form details in bulk.
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Steps

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

PROJECTS PROJECT FUND LIST
Q Type o Seard X WA ) uew [ workflow = [ reports Byt ExcelExport + € More - T
ﬂ <IT~ CA ERFD FS LSFOR 2023 = El Q Preject Fund ID Fund Seurce Name Fund Seurce Code Fund Source Type Fund Description Accou
T T T T T
ceneral (7] a (7] (7] (7]
O PFL-4 CONO4 COMN04 CON CLINOO101: ERFO 15850
A TSIt CaERFO B LSPDR 2023
O PFL-3 CONO3 COoND3 CON Option X 84651
@, + Documznts
O PFL-2 CONOZ CoN02 CON CLINOO101: ERFO 15850
= Decurent Szarch
O PFL-1 CONO1 Cono1 CON CLINOO101: Mon-ERFO 15850
= Praject Repert Gallery
= Project Calendar
— Fund Management
® Projecr Fund Transaction
® Tunding Rules
+ Bic Fstimare Informaran
+ Bicding
+ Conurscis
4 »

> Qn-an R

Figure 38: List Page

2. Select the required record from the list page.
3. Click Edit.

PROJECT FUND LIST

[J]e @ & ¢ @ & o

D g Project Fund ID Fund Source Name Fund Scurce Code Fund Source Type Fund Description

PFL-4 i Ccono4 COND4 CON CLINOC101: ERFO

D PFL-3 CONO03 CONO3 CON Option X

D PFL-2 CONO02 CONQ2 CON CLINOQ101: ERFO

|:| PFL-1 CONO1 CONO1 CON CLINOO101: Non-ERFO
Figure 39: Edit
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4. Make changes required.

PROJECT FUND LIST

[a Save & Exit D Save & Continue ® Cancel M Workflow ~  “§* Select Actions ~ ¥
A
Project Fund ID : PFL-4
Fund Source Name *: CON04
Fund Source Code : CONO04
Fund Source Type : CON
Fund Source Category : ERFO v
Default Fund Rule Name *:  100% CONO4 - ERFO
Fund Description : CLINOO101: ERFO a
'/:
Account Number : 15B6062301103.A40.CN.15F1.06.1
Account Priority : Select ~
Authorized Amount ($) : 0.00
Original Authorized Amount ($) : 0.00
Expended Amount (§) : 0.00
Prabable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
v
4 G [ ]

Figure 40: Edit the Record

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.

4.6.3. Importing Form Details from an Excel Workbook

You can perform the following tasks using a Microsoft Excel workbook:
4.6.3.1. Create multiple records simultaneously

You can create multiple form records by importing form information from a Microsoft Excel workbook to
the form.
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4.6.3.2. 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:

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

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

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

e You cannot delete records or upload attachments using an Excel workbook

e Calculated fields will not be available in the template

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

Steps
1.

In the navigation pane, click a form.
The selected form list page is displayed.

PROJECTS

Q Type to Search

P
ﬁ SIT - CA ERFO F5 LSPDR 2043-| =

E General

EEE — Contracts

X v A +n.|New

0

O

@' — SIT-CAERFO FS LEPD..

+

+

Documents

Cenfiguretions

Centract ltems

Progress Tracking

Inspecior Daily R...

Daily Diary

Labor/Equipment

In the tool bar, click Excel Import / Export.

Work Activity Te

Billings & Payments

O
a
O
O
O
O
Conltrarlor Daily . D
O
O
O
O
O

Centract Mcdificati...

Submittals

LABOR/EQUIPMENT

g

LABOR/EQUIPMENT

E] Reports ~ E}T Excel Import / Export =

Labor/Equipment
Equipment
Equipment
Equipment
Equipment
Equipment
Labor
Labor
Equipment
Equipment
Labor
Labor
Labar

Labar

N < | < [EREN > |~

Type/Classification
Pickup Truck

Haul Truck

Haul Truck

Haul Truck
Excavator 300G
Excavator operator
Suveyor

D& Dozer

Water Truck
Operator
Operator

Labar

Operator

Figure 41: List Page

.n New Ig] Reports - | [“11 Excel Impart / Expart ~ | @ Mare =

O B Laborsequipment

No records to display.

[ Excel Import
E‘, Excel Export (xls)

[ Excel Export (xlsx)

B Excel Template (xls)

B Excel Template (xIsx)

nental Description

[ Excel Template With Data ixls)

[ Excel Template With Data (xlsx)

Figure 42: Excel Import /Export

Move-In Date

MMy B

@ More -

Supplemental Description

Supervisor
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Move-In Date
MM/ddiyyy| B
04/30/2024
0473012024
0473072024
0473012024
04/30/2024
04/30/2024
04/30/2024
0473012024
0473072024
04/30/2024
04/30/2024
0473012024

04/30/2024

To export the form template to an Excel workbook, click Excel Template. The Excel workbook

template is downloaded to the local storage.

Open the 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

MNdAy 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 43: Excel Import
The Import Details from Excel File page is displayed.

IMPORT DETAILS FROM EXCEL FILE

@ Back

Select File : | Ghoose File | No file chosen
Upload

Figure 44: 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.

€ Open X
€ v i ¥ Downloads ~ G Search Downloads 2
Organize ~ New [older =- O o

Wi Name Date moditied Type
~ lnday
- @ Laber_Equipment_Template 7112024 7:57 PM Micreso
~ Last week
N
De
File name: |l abor Fquinment_Template ~ | Al files i

Upload lrom mobile Caricel

Figure 45: File to Upload

7. Select the 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 46: Upload the Excel

On successful import, the success message is displayed.

9. On encountering errors while importing an Excel workbook, perform the following steps:
1. Inthe toolbar, click Error Log.

IMPORT DETAILS FROM EXCEL FILE

©® Back | g ErrorLog

Figure 47: Error Log Option
The error log workbook is downloaded to your local storage.
2. 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.

3. 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.

4. 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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4.6.3.2. Updating Form Details in Bulk

Steps

1.

In the navigation pane, click a form.
The selected form list page is displayed.

LABOR/EQUIPMENT

PROJECTS

Q Type to Search

X v A

P
ﬁ SIT - CA ERFO F5 LSPDR 2043-| =

E General

EEE — Contracts

&

— SIT-CAERFO FS LEPD...

+ Documents

+ Configuretions

Centract ltems

= Progress Iracking

= Contraclor Daily .
m Inspecior Daily R...
= Daily Diary

= Lahor/Equipment

B Work Activity Te

+ Billings & Payments

Centract Mcdificati...

> = Submittals

0

O

]
O
]
O
]
O
]
a
O
]
]
]

+n_| New

g

E] Reports ~ E}T Excel Import / Export =

Labor/Equipment Type/Classification

Equipment
Equipment
Equipment
Equipment
Equipment
Labor
Laber
Equipment
Equipment
Labor
Labor
Labar

Labar

Pickup Truck
Haul Truck
Haul Truck
Haul Truck
Excavator 300G
Excavator operator
Suveyor

D& Dozer
Water Truck
Operator
Operator
Labar

Operator

< | < [EREN - |~

Figure 48: List Page

In the tool bar, click Excel Import / Export.

LAEOR/EQUIPMENT

41 New  [3] Reports ~

[J © rabor/Equipment

Mo recorcs to display.

[ﬁt Excel Import / Export =

=

=
&

=

0

Excel Import

Excel Export (xls)

Excel Export (xIsx)

Excel Template (xIs)

Excel Template (xlsx)

@ more ~

nental Description

@ More -

Supplemental Description

Supervisor

mn|

=Nl

Excel Template With Data (xls)

Excel Template With Data (xlsx)

Figure 49: Excel Template with Data
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Move-In Date
MM/ddiyyy| B
04/30/2024
04/30/2024
0473072024
0473012024
0473012024
04/30/2024
04/30/2024
0473012024
0473072024
04/30/2024
04/30/2024
0473012024

04/30/2024

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.

To update existing information, perform the following steps:

a.

identification code for the corresponding record of the form.
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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 I;I Reports - | [“11 Excel Import / Expart ~ | @ Maore =

D U  Labor/Equipment | nental Description Move-in Date

[ Excel Import

MMsddAyy B
[ Excel Export (xls) -

E‘, Excel Export (xIsx)

No records to display.

@ Excel Template (xIs)
B Excel Template (xlsx)
@ Excel Template With Data (xs)

B Excel Template With Data (xIsx)

Figure 50: 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 51: 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 52: 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.

4.6.3.3 Downloading Information of Multiple Records

Prerequisites

e Required permissions to view information

e Permissions to view information in a particular workflow stage
Steps

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

PROJECTS PROJECT FUND LIST
ype Lo Search A 4l new B workflow ~ [ reports + Bt Excel Export ~ More =
Qo Search x| v il kil ] B ]
:‘] T r T — D 1] Project Fund ID Fund Source Name Fund source Code Fund source Type Fund Description
SIT- CAERFOD F5 LSPOR 2023 v
E seneral 7]
D PFL-4 CONO4 COMND4 CON CLINGO101: ERFO
A msn catReo Fs LsPDR 2023
D PFL-3 CONO3 COND3 CON Option X
.@ + Dccuments
D PFL-2 CONOZ COoMND2 CON CLINGO101: ERFO
= Decument Scarch
D PFL-1 CONO1 Conot CON CLINGO101: Mon-ERFO
= Projoct Report Gallery
® Prajoct Calendar
— Fund Management
® Project Fund Transaction
8 Tunding Rules
+ Bid Fstimate Infermatian
+ Bicding
+ Conuacs
4
> (<] «[RN[ > [~ ]

Figure 53: List Page
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b. Inthetoolbar, click Excel Import/Export.

PROJECT FUND LIST

& New [ workflow ~  [E] Reports ~ | Bt Excel Export = | & More -

D Y Project Fund ID Fund Sourc pde Fund Source Type
[ Excel Export (xIs)
E?{ Excel Export (xlsx)
a PFL-4 COND4 COoN
D PFL-3 COND3 COND3 CON
D PFL-2 ConNoz2 cannz CON
D PFL-1 ConNOl COMNO1 CON

Figure 54: Excel Export

c. Click Excel Export (xls) or Excel Export (xlsx) to export the form details to an Excel workbook. The
Excel workbook is downloaded to the local storage.

4.6.4.Deleting a Form Record

Prerequisites

e Required permissions to delete records
e Workflow stage allows record deletion

Overview

You can delete records in a list page based on the workflow stage of the selected record. It may not be
possible to delete records in a particular workflow stage based on the workflow definition of the form.
Records can be deleted based on the roles assigned to the user. For example, itis not possible to delete a
Contract Change Order record if the workflow stage of the record is set to Approved.
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Steps
1. Inthe navigation pane, click a form.

The list page of the selected form is displayed.

PROJECTS PROJECT FUND LIST

Q. Type Lo Search X VA .n New B workflow + Igl Reports = B{f Excel Expart =

1 Project Fund ID Fund Source Name
:':l SIT- CAERFO F5 LSPDM 2023-) v D g D
T T
@ @
(| PFL-4 CONO4
G i CALRFO B LSPDR 2023-..
(| PFL3 CONO3
.@ + Documents
O PFLZ CONOZ
= Document Scarch
O PFL-1 CONO1
= Project Report Gallery
= Praject Calendar
— Fund Management
® Project Fund Transaction
= Tunding Rules
+ Bic Fstimate Informaran
+ Bicding
+ Contracts
L]
> oORan

Fund Source Code

COND4

COND3

COoND2

COoNO1l

@ More ~
CON

CON

CON

Figure 55: List Page

2. Select the appropriate records from the list page.

3. Click Delete.

PROJECT FUND LIST

J e g - @- @ o

O 2 Project Fund ID Fund Source Name Fund Scurce Code
PFL-4 ¢ CONo4 CONC4

D PFL-3 CONO3 CONOD3

O PEL-2 COMO2 CONO2

D PFL-1 CONO1 COND1

Fund Source Type

CON

CON

CON

CON

Figure 56: Delete Option

4. The delete confirmation message is displayed.

fhwasitdm.masterworkslive.com says

Are you sure you want to Delete the selected record(s)?

Figure 57: Confirmation message

5. Click OK.
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Fund Description
CLINOO101: ERFO
Option X

CLINOO101: ERFO

CLINOD101: Non-ERFO

Fund Description

CLINDO101: ERFO
Option X

CLINDO101: ERFO

CLINDO101: Non-ERFQ

Actou

15860
84651
15860

15B6C
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4.7. 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:

4.7.1. Attaching a File to a Form
4.7.2. Attaching a File to a Workflow
4.7.3. Accessing and Downloading Attached Files

4.7.4. Deleting Attached Files

You can annotate and delete attachments.

4.7.1. Attaching a File to a Form

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.

49



Federal Highway Introduction to Masterworks
Administration Participant Guide

Uploading Files to a Form
To upload files, perform the following steps in the Attachments section:

1. Click Upload Document.

PROJECT FUND LIST
m Save & Exit B Save & Continue @ Cancel m Workflow ~  *&" Select Actions ~ + 3
ALLUUTIL INUIIve . 12 10U4DUL Y/ LU 1.4V CINLV /UVLUA. | A
Account Priority : CONO03-CON04 Y
Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes -~
Y%
ATTACHMENTS
oL
File View Status Url/Link m Uploaded By Uploaded Date m
No Attachments available
v
4 | d

Figure 58: Using Upload Document Option

The Open dialog box is displayed.

@ Open .
&« 2> v A " « FHWA > Publishe... v C Search Published PDF »r
Organize ~ New folder =- 0O °

€% Home Name Date modified

E-] AO01_Library_Management_PG_ditamap-10001-...  5/24/2023 3:.08 PM

[*] AO01_Library_Management_PG_ditamap-10002-...  5/25/2023 5:23 PM
il Desktop » 2 A01_Library_Management_PG_ditamap-10002-..,  5/25/2023 5:23 PM
8 Documents # = A01_Library_Management_PG_ditamap-10004-..  5/30/2023 11:04 AM
4 Downloads # A01_Library_Management_PG_Draft 5/29/2023 10:06 PM
E Pictures > Adding_an_Engineers_Estimate_Item_dita-1000...  6/21/2023 12:29 AM
@ Music » Adding_an_Engineers_Estimate_Item_ditaAddin..  6/15/2023 1.03 PM
£ videos » =
File name: < Allfiles v
Open Cancel

Figure 59: Open Dialog Box
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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 by
“ + v A @ FHWA » Publishe... w i, Search Published PDF 2
Organize = Mew folder = - (B a

A s Narne B 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
B Desktop g [+ A0 _Library_Management_PG_ditamap-10002-..  5/25/2023 523 PM
B Documents # P‘] AD1_Library_Management_PG_ditamap-10004-.,  5/30/2023 17:04 AM
4 Downloads # A01_Library_Management_PG_Draft 5/29/2023 10:06 PM
PN Pictures » Adding_an_Engineers_Estimate_ltem_dita-1000...  &/21/2023 12:29 AM
& Music » Adding_an_Engineers_Estimate_ltem_ditafddin..  6/15/2023 1:03 PM
K videos » —

File name: = All files =
Open Cancel

Figure 60: Open Option

The files are uploaded to the form and displayed in the Attachments section.
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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

[@ save & Exit [© Save&Continue @) Cancel [ Workflow ~ *&" Select Actions ~

FMULLUUITIL INUIHINEE 1D 10USDUL /LU 1L OSUUINLY 7UU.US,

Account Priority : CONO3-CONO4 ~
Authorized Amount ($) : 0.0C
Expended Amount ($) : 0.00
Probable Expenditure (S) : 0.00
Remaining Amount ($) : 0.00

Notes :

ATTACHMENTS

(=R

b= s 5 eolbee o

Fund Management in
FHWA.docx

Link Document Upload Document

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

q

Figure 61: Uploaded File
Linking a File to a Form
You can link a file to a form using any of the following options:

e 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.

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

[a Save & Exit B Save & Continue @ Cancel m Workflow v “§" Select Actions ~ + 3
ALLUUIIL INUIIINCT  « | 1D 10USDUZ/ LU 1. O4U.CIN.Y 7 UU.US. | 1

Account Priority : CONO03-CON04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes =

Y%

ATTACHMENTS

oL

0 v oo [oon [ [y [ e

No Attachments available

Link Document Upload Document

4

4

Figure 62: 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 63: Link Document Dialog Box
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2. Click Masterworks Document.

Link Document X

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

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

Figure 64: 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 X

(@ Masterworks Document (O upload and Lin< New Document (O External Document

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

Clear Search
I e S R

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

Figure 65: List of Documents

4. Perform any of the following steps, as applicable:

e Fromthe list of files, select the appropriate files.
e To search for afile, in the box, enter any search criteria for the file, click Search, and then select
the appropriate files.
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Link Document X
@ MasterWorks Document O Upload and Link New Document O External Document

Folder : SIT- CAHBP CR104(1) ET AL. SIT - TRINITY COUNTY HEP BRIDGES ~ «

‘ Clear Search
Iil e

No Link available

Figure 66: Using Search Option

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.
e 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 ['6 Save & Continue @ Cancel m Workflow v °$* Select Actions ~ * ¥
a

Account Priority : CONO3-CONO4 v

Authorized Amount (S) : 0.00

Expended Amount (S) : 0.00

Probable Expenditure (S) : 0.00

Remaining Amount (S) : 0.00

Notes : a

%

ATTACHMENTS

TS

== T e

RESTORATION OF
NORTHERN Dorument - FM ~ Mike Ross 07-27-2023 3:25 AM 12.77KB
RAILS/Documents

Fund Management in
FHWA.docx

Upload Document

4

Figure 67: 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 &T Workflow v~ "&" Select Actions ~ + ¥
AMULUUIIL INUIIET .« 131 OUSDSUL S 20 1. 064U.IN.Y / UULUS, | a

Account Priority @ CONO3-CON04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure (S) : 0.00

Remaining Amount ($) : 0.00

Notes : -

Y%

ATTACHMENTS

(=2

0 s [ [ [ owmty opss [ee

No Attachments available

Link Document Upload Document

v
4 >
Figure 68: 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 69: Link Document Dialog Box
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2. Click Upload and Link New Document.

Link Document X

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

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

Figure 70: 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 Save & EIx L @ Cancel

>3

Title : FHWA Restoretinn of Northem Re

New Document Select files

Template Document @ [7] (Usec s Template Decument for Mall Merge)

Workflow : MNons v‘

Figure 71: New Document Page

6. Touploadfiles, inthe 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:

To link a file available in the Documents folders, perform the following steps:

1. Inthe Attachments section, click Link Document.
PROJECT FUND LIST

[a Save & Exit R Save & Continue @ Cancel &T Workflow ~  “§" Select Actions ~ + 3
ALLUUIIL INUIIINCT  « | 1D 10USDUZ/ LU 1. O4U.CIN.Y 7 UU.US. | 1

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 o [oton [ [y [ e

No Attachments available

Link Document Upload Document

4

4

Figure 72: Using Link Document Option

2. Click External Document.

Link Document X

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

UrliLink @ htps://

Title :

Figure 73: Using External Document Option

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

The file is linked to the form and is displayed in the Attachments section.

o0 ko
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4.7.2. Attaching a File to a Workflow
Overview

You can upload files to the specific records of a form while performing a workflow action. The Project
Fund List form is used for illustration purposes.

Steps
1. Inthe list page of a form, select the appropriate record.

elnce o
AT

+we 7 SIT-TRINITY COUNTY HBP BRICG... > Fund Managerrent > Project Fund List

PROJECTS PROJECT FUND LIST
Q 1ype tc search X v A _fril @ View @ oeer [ Workilow v M reporis « B MailMerge ~ @ More ~ D 7
i.} R ——— = O 9  Poject fumd ID Fund Source Name Fund Source Code Account Number Accaunt Priority Workflaw Stalus
B =S RINIY COUNIY HBE SRIUGES
(] PFL 1 COND? CONO1 15B6060C 10401 540.C... Published

& + Duonments

= Document Search
= Project Report Callery
= Project Calendar
— rund Management
= Project Fund List

= Project ~und Irarsaction
Figure 74: Using Select Actions Option

2. Click Select Actions * “““*“*~ and then click the appropriate workflow action. The
Masterworks dialog box is displayed.

Maszerverks X
Hoaes © -

Set Dags T Camplets for Mawt Mage

@

ATTACHMINTS

O | File view Status

Bep Altachumeencs dslabie

.

Figure 75: Masterworks Dialog Box
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3. Inthe Attachments section, click Upload Document.
The Open dialog box is displayed.

@ Open
&« 2 ~ A T « FHWA > Publishe.. v O Search Published PDF o
Organize ~ New folder =- 00 0
% Home Name Date modified
(X) A01_Library_Management_PG_ditamap-10001-..  5/24/2023 3:08 PM
m A01_Library_Management_PG_ditamap-10002-..  5/25/2023 523 PM
Bl Desktop » L*] A01_Library_Management_PG_ditamap-10002-.,  5/25/2023 523 PM
. Documents # *) A01_Library_Management_PG_ditamap-10004-...  5/30/2023 11:.04 AM
* Downloads # @ A01_Library_Management_PG_Draft §/29/2023 10:06 PM
PR Pictures » Adding_an_Engineers_Estimate_ltem dita-1000..  6/21/2023 12:29 AM
0 Music » Adding_an_Engineers_Estimate_Item_ditaAddin..  6/15/2023 1.03 PM
£ videos P —_—
File name: < | Allfiles v
Open Cancel

Figure 76: Open Dialog Box

4. Toupload a single file, click the required file. Optionally, to upload multiple files, press and hold
CTRL, and then click the required files.
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5. Click Open.
e Open

€ > v oA

Organize = Mew falder

% Home

Bl Desktop  #
& Documents #
J4 Downloads #
P Pictures A
& Music »

B videos #

“ FHWA » Publishe.. woo Search Published PDF

MName

A0 _Library_Management_PG_ditamap-10001-.
(] A01_Library_Management_PG_ditamap-10002-...
E"] AD1_Library_Management_PG_ditamap-10002-...

AD_Library_Management_PG_ditamap-10004-_,

AD1_Library_Management_PG_Draft

Adding_an_Engineers_Estimate_ltern_dita-1000..

Adding_an_Engineers_Estimate_ltem_ditafddin...

1}

-

Introduction to Masterworks
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>

p

o @

Date modified

3f24/2023 3108 PM

5f25/2023 523 PM

2fdaf20d3 a3 P

23002023 11:04 AM

5/29/2023 10:06 PM

. 62102033 12:29 AM

File name: ' v All files

Open

Figure 77: Using Open Option

615/2023 1:03 PM

Cancel

The name of the file is automatically updated in the Document Name column.

6. Optionally, in the Title column, enter the title for the attached file.

MasterWorks
Netes @  Approwed
Set Days To Complete for Mext Stage 2 ®
ATTACHMENTS

Figure 78: Updating Title for the Attached File

7. Click OK. You can access the attached file from the Workflow Status and History dialog box. For

more information, refer to Section 6.2. Viewing the Workflow History.
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4.7.3. 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.

e To access files attached to a form (from the list page):
1. Inthe navigation pane, click the required form.

PROJECTS PROJECT FUND LIST
Q, Typetw Search K| W oA £ new Rl workiiow -  [E] reports ~  Bir Excelexport ~ () more -
} Project Fund ID Fund Source Name Fund Source Code Fund Source T Fund Descriptian
I Sir - Gueseo s LsoR 2025001 - (m . ype P!

General

O PFL-4 CONO4 CONO4 CoN CLINOO101: ERFQ
T = SIT- CAERFO FS L3PDR 2023-101)
D PFL-3 CONDZ CONDZ CON Optioh X
@. + Docurnents
O PEL-2 COND2 COND2 CoN CLINDO101: ERFO
® Document Search
D PFL-1 CONO1 CONO1 CoN CLINGO101: Non-ERFO

u Project Report Gallery
= Froject Calendar
= Fund Management

= Project Fund List

m Froject Fund Transaction

= Funding Rules
Figure 79: Project Fund List Page
The form list page is displayed.

2. Click More, and then click Attachments.

PROJECT FUND LIST

.ﬂ New m Workflow ~ E] Reports ~ [‘\;f Excel Export = @ More «

D g Praject Fund ID Fund Source Name FundSo urce Type
Sg Customize List

@ 8 e B

O 8 pr4 COND4 CONOS  JE 4 it Log

O PFL-3 con3 COND3 e
0O PFL-2 cannz CONDZ con
0O PFL-1 conot COND1 coN

Figure 80: Using Attachments Option

The attachments of all the records are listed.

PROJECT FUND LIST DOCUMENTS

O Back @ More ~

MM/dd)| B @ .

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

Figure 81: List of Attachments
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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 M Workflow ~ Ig] Reports ¥ [g_1 Mail Merge ~

~
b
[J © ProjectFundID Fund Source Name Fund Source Code Fund Sq Description
2) Attachments

| 2 Audit Log

PFL-2 : CONO02 CONO2 CON

-

a

O

PFL-1 CONO1 COND1 CON TS90
Figure 82: Viewing Files Attached to a Record

e 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 K v oA .D New RlT Warkflow = Igl Reports ~ [{r Excel Export ~ @ More =
¥
¥ g  Project Fund 1D Fund Source Name Fund Source Cade Fund Source T Fund Description
LTI s cnereo s LsvoR 2030 - o e 4 i i
T T T T T
ceneral (7] (7] (7] (7] &
O PFL-4 CONO4 CONO4 CON CLINQO1C1; ERFQ
T TsiT- CAERFOFS LSPDR 2023-101)
D PFL-3 COND3 COND3 CON Option X
@. + Decumenis
[ ] PFL-2 CONDZ CONDZ CON CLINGO101: ERFO
= Document Search
D PFL-1 CONO1 CONO1 CON CLINQO101: Non-ERFO

B Froject Report Gallery
= Project Calendar
= hund Management

® Project Fund List

= Project Fund Transaction

= Funding Rules
Figure 83: Project Fund List Page

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

PROJECT FUND LIST

_J Edit Tl Delete [ Workflow ~ & Select Actions ~ 4] Reports ~ @ Mail Merge ~ () More -

D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

U PFL4 :

CONO04 CONO04 CON

Figure 84: Using View Option
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The form details page is displayed.

PROJECT FUND LIST

_f Edit @ Cancel .&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

: PFL3
*. cono3
: CONO3
. CON
: FLAP
'y
b/
: 1516043027201.540.CN.V700.04.
1604000000.25255
: CONO3-CONO4
= 0.00
0.00
£ 0.00
& 0.00
A
Y

Introduction to Masterworks
Participant Guide

E File View Status Url/Link Uploaded By | Uploaded Date m

Fund Management in

@ Read
O oy FHWA. docx
D @ Ready PFL with data.jpg NA

Figure 85: Project Fund List Page in View Mode
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3. Inthe Attachments section, select the appropriate files, and then click &, .

PROJECT FUND LIST
_i Edit @ Cancel % Workflow ~ + ¥
A
Account Priority : CONO3-CONO4
Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes : A
Y%
ATTACHMENTS
E File View Status Url/Link Uploaded By | Uploaded Date m
. ' Ready Mikekos 07-27-20234:31AM  12.77KB
D ® Ready PFL with data.jpg NA Mike Ross 07-27-2023 4:30 AM 92.13KB
v
4 »
Figure 86: Using Download Option
e To access and download files attached to a workflow:
1. Inthe navigation pane, click the appropriate form.
PROJECTS PROJECT FUND LIST
Q Type to Search K v oA a New .ﬁlT Warkflow = I;I Reports ~ DJ Excel Export ~ @ More =
t_] ST CA ERFO FS LSPOR 202510 = O O ProjeccFundin Fund Source Name Fund Source Cade Fund Source Type Fund Description
General
- O PFL4 COoND4 CONO4 coN CLINGO101: ERFO
BE =517 - CAERFOFS L3RDR 2023-1(1)
D PFL-3 COND3 COND3 CON Optinn X
@. + Decumeris
D PFL-2 CONDZ CONDZ CON CLINGO101: ERFO
= Documert Scarch
D PFL-1 CONO1 COND1 CON CLINGO1Q1: Nen-ERFO

B Froject Report Gallery
= Project Calendar
= Fund Management

® Project Fund List

= Project Fund Transaction

= Funding Rules

Figure 87: Project Fund List Page

The form list page is displayed.

2. Inthe list page, select the appropriate record.
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3. Inthe Workflow group, click History.

PROJECT FUND LIST
_J Edit © View

O e

Tl Delete

Project Fund ID

B workflow v °§" Select Actions ~

£, Workflow User(s)

ind Source Code

|

Figure 88: Using History Option

The Workflow Status & History dialog box is displayed.

Workflow Status & History

Workflow Status Hide ~

@ Published

Selected Status

Current Status

Approve @

[# Reports ~

Fund Source Type

, '
e v

Introduction to Masterworks
Participant Guide

© More ~

Fund Description

[_<73_'_| Mail Merge ~

X

Workflow History Hide »

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

Action Status :

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

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

Figure 89: Workflow Status & History Dialog Box
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4. Toview all the attachments and complete workflow history, click More Details.

Workflow Status & History X
Workflow Status Hide ~
......... Selected Status - CUrrent Status
@ cublished Approved
Approve @

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 Action Status : Action Pending

| oreoeas || corce

Figure 90: Using More Details Option

The History page is displayed.

HISTORY

@ Close
Record Identifier : FFL-4/CONO4 a
Workflow Status Hide

--------- Selectec Status — CUrrent Status

e -

- [>9 pudlished [ {Approved

Publish Approve

»
Warkflow History Hide ~

Action Pencing Action Completed [ Action Failed [l Workflow Completed

0 status Received On Action Action Notes Action On Action By

Draft 07-26-2023 7:31 AM Publish 07-26-2023 7:34 AM User10

Figure 91: History Page
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5. Inthe Attachments section, select the appropriate documents, and then click &, .

HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 =
g Publishet 07-28-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM =
4 I e IIIIIIIIIIEEEIII————, [ 4
Show Workflow History Report
ATTACHMENTS
=10
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
v NA Mike Ross 07-27-2023 5:32 AM 12.77KB
. EHWA.docx
v

Figure 92: Using Download Option
4.7.4. 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.

e r—
(‘ Federal Highway
(@ Administrafion

PROJECTS PROJECT FUND LIST
Q. Type to Search X W A 4 New B workflow ~ [é] Reports ¥ [t ExcelExport + (@ More ~
i.) O §  Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES v
Y Y T A
E General . . . .
& PFL-2 CONO02 CONO2 CON

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

m Project Calendar

= Fund Management

= Project Fund List

Figure 93: Project Fund List Page
The form list page is displayed.
b. Click More, and then click Attachments.

PROJECT FUND LIST

.RI New & Workflow ~ [g] Reports ~ E‘}f Excel Export = @ More

|:| g Project Fund ID Fund Source Name Fund So urce Type

=g Customize List

) Attachments

D Y PFL-4 CONO04 CONO04 ||F|O‘ Audit Log

D PFL-3 CONO3 CONO3 Y
D PFL-2 CONO02 CONO2 CON
D PFL-1 CONO1 CONO1 CON

Figure 94: Using Attachments Option

69



Federal Highway Introduction to Masterworks
Administration Participant Guide

The attachments of all the records are listed.

PROJECT FUND LIST DOCUMENTS

O Back @ More ~

E Record Identifier Document Name Version Url/Link _ Created On
. MM/dd) =0 .

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

Figure 95: List of Attachments

Various document management features are available for attachments.

2. To delete an attachment, select the appropriate file, and then click &= .

ATTACHMENTS

o
ile View Status ' e Uploaded By | Uploaded Date

s

Figure 96: Using Delete Option

70



Federal Highway Introduction to Masterworks
Administration Participant Guide

5. Favorites Utility

You can create shortcuts to access a form rather than having to navigate through menus and forms. The
Favorites utility is used to bookmark any form for quick and easy access to these forms from anywhere in
the application.

5.1. Managing Bookmarks

You can manage the following activities:
5.2. Add a bookmark category

5.3. Access a bookmark

5.4. Edit a bookmark name

5.5. Delete a bookmark

5.6. Delete a bookmark category

5.2. Bookmarking a Form

Overview
You can bookmark forms for easy and quick accessibility.
Steps

1. Inthe navigation pane, click the appropriate form. The form is displayed in the right pane.

feddara Lignaoy Home > bund Marsgemenl > Glabal Fund List P TA
acmirisiehon B = s

HOME GLOBAL FUND LIST
Q, TypetoSearch X v oA )l New [ workilow »  [E Reports + [t Excellmport/Expert » €D More T
™ Nerificarions (16) D E,l Fund Scurce ID Fund Scurce Name Fund Source Code Fund Type Is Active Created Date
E " Enterprize Search O My | ES
- a
;mﬂ u Dacument Sesrch D GFL-37 GFLCON CON123 CaN 06/16/2024
= Fund Management D GFL-36 CON1a CON1G CoN 05/30/2024
@ = Global Fund List D GFL-35 cios cios a 10/10/2023
= Report Gallery D GFL-34 cioa Cioa a 10/10/2023
® Ad hoc Heparts D GFL-33 i3 i3 a 10/10/2023
u Ad-Hoe Unit Price Seerch Result o Gt (L= (k2 cl I RS
= Ad-Hoe Unit Price Seerch D GFL-31 clo1 clo1 cl 10/09/2023
™ Recent Projects D GFL-30 CONOZ CONO2 CON 08/18/2023
D GFL-29 CON1 CON1 CON 08/18/2023
D GFL-28 CONO0O3 CONQD3 CON 08/18/2023
D GFL-27 CON CON CON 08/18/2023
D GFL-26 CEADT CEADT CEA 08/12/2023
a GFL-25 CEQS CE05 CE 06/15/2023 -
4 »

> OR - - 0o B
Figure 97: Navigating to Favorites
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2. Click Favorites.
The following image displays a sample form to add a bookmark.

Qnmmmhmv Home 3 |unt Managemznt > Global Fund List P Yo | LTA)
AominsirTion

FAVORITE LIST

ADD TO FAVORITES

Title

Global Fund List

D Kew Folder
Folder

Figure 98: Favorites

3. Inthe Title box, enter the name of the link to be displayed in the Favorites tab.
4. Optionally, to categorize bookmarks, perform either of the following steps:

e To create afolder, select the New Folder check box, and in the Folder box, enter the name of the
folder.

From the Folder drop-down list, select the folder in which the link must be available.
5. Click Add to bookmark the page.

The page is bookmarked and is available in the bookmarks list.

5.3. Accessing a Bookmarked Form

Overview

Bookmarked forms are available in the Favorites tab in the navigation pane of the application.
Steps

1. Click Favorites.
The FAVORITE LIST section displays all the bookmarks to forms.

Lt g Tiar ey -
ereummgnw:w Home » Fund Maragemens » Global Fund List 1 TA
Acinizraiion !

S FAVORITE LIST

Q, Type ta Search

8 Clobal Fund List

Manzge Favorites

s  ADDTOFAVORITES

Figure 99: Favorite List

2. Inthe Favorite List section, click the appropriate bookmark. Alternatively, perform either of the
following steps:
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Click a folder, and then click the appropriate bookmark.

o Inthe Type to Search box, enter the name of the bookmark, and then click the bookmark. The

form is opened on the right pane.

5.4. Editing a Bookmark Name or Folder Name
Steps

1. Click Favorites % , and then click Manage Favorites.

Home > Fund Management > Global Fund List P 1} TA

S FAVORITE LIST

Q, Type to Search
® Global Funo List

Manage Favorites

fs ADD TO FAVORITES

Figure 100: Manage Favorites

The Favorite Management page is displayed.

FAVORITE MANAGEMENT

Eﬁ? Excel Export ~ @ Mare ~ Y
D Category Name
D Unsorted

nnum Pagz1of 1

Figure 101: Favorite Management
2. Selectthe appropriate category, and then click Edit.

FAVORITE MANAGEMENT

@ view T pelete  [£] Reports ~ T

Category Name

_

Figure 102: Edit the Favorite

73



Federal Highway
Administration

The bookmarks in the category are displayed.

FAVORITE MANAGEMENT

m Save & Exit m Save & Continue @ Cancel

Category Name *: | Unsored

FAVORITE-LINKS

Introduction to Masterworks
Participant Guide

Global Fund List fCommon/BrixListPage. aspx?xContext=FNDMGMT&PID=0&Parent|D=0&nt=1

s f o

Figure 103: Favorite Management - Edit

3. To change the category name, in the Category Name box, modify the category name.

4. To modify the bookmark name, perform the following steps:

a. Inthe Favorite-Links section, click the appropriate bookmark, and then click Edit. The Edit

Favorite-Links dialog box is displayed.
Edit Favarite-Links
Link Title ;' Global Fund List

. *,
Link URL ™ /o mmon/BrixListPage.2spx?

xContext=FNDMGMT&P|D=0&ParentlD

=0&nt=1

Figure 104: Edit Favorite Links

b. Inthe Link Title box, enter the name of the bookmark.

c. Click Save.
5. Click Save.
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5.5. Deleting a Bookmark

Steps

1. Click Favorites * ,and then click Manage Favorites.

Home > Fund Management > Global Fund List P s TA

> FAVORITE LIST

Q, Type to Search

= Global Fund List

Manage Favorites

Y8  ADDTO FAVORITES

Figure 105: Manage Favorites

The Favorite Management page is displayed.

FAVORITE MANAGEMENT
["iT Excel Export ~ @ Mare - Y
D Category Name
| 7]
D Unsorted
mn@uu Pagz 1ol 1

Figure 106: Favorite Management

2. Select the appropriate category, and then click Edit.
The bookmarks in the category are displayed.

FAVORITE MANAGEMENT
@ view [T pelete [#] Reports = T
Category Name

L7

_

Figure 107: Edit the Favorite
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3. Inthe Favorite-Links section, click the appropriate bookmark, and then click Delete.

FAVORITE MANAGEMENT

Save & Exit B Save & Continue @ Cancel

Category Name *: | Unsorzzd

FAVORITE-LINKS

Link Title Link URL

Delete

4

Figure 108: Delete the Favorite
A confirmation message is displayed.

4. Click OK.
5. Click Save.

5.6. Deleting a Bookmark Category
Steps

1. Click Favorites * , and then click Manage Favorites.

Home > Fund Management > Global Fund List P 1} TA

S FAVORITE LIST

Q Type to Search
= Global Func List

Manage Favorites

fg ADD TO FAVORITES

Figure 109: Manage Favorites
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The Favorite Management page is displayed.

FAVORITE MANAGEMENT

[{T Excel Export ~ @ Mare ~ Y
D Category Name
[J unsorted
nn@uu Pags 1of 1
Figure 110: Favorite Management
2. Select the appropriate category, and then click Delete.
FAVORITE MANAGEMENT
_f Edit @ vView [T Delete | [#] Reports ~ Y

Category Name

Unsorted

Figure 111: Delete Favorite Folder

A confirmation message is displayed.

3. Click OK.
4. Click Save.

The category and the bookmarks in the category are deleted.
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6. Workflow Status Transitions

A workflow automates a business process for stakeholders to evaluate a form, make decisions, and then
take an appropriate action. Workflows comprise various status, and each status is transitioned to the
next workflow status through actions taken by stakeholders of the current workflow status. Transitioning
a workflow status to the subsequent workflow status is performed in the way of a workflow action.

The following topics describe the various workflow related tasks:

6.1. Performing Workflow Status Transitions

6.2. Viewing the Workflow History

6.3. Selecting Workflow Users

6.4. Associating a Workflow

6.1. Performing a Workflow Action

Prerequisites

e A workflow is associated with the record.

e You are an action stakeholder for a particular status in the workflow.
e You are invited to the project.

e You have editing permission for the form or document.

e A workflow action is pending for you.

Overview

When a workflow action is performed on a record, the record is moved from the current workflow status
to the subsequent workflow status. A workflow status is transitioned to the subsequent workflow status
based on the workflow action conditions defined .

Steps
1. Open aform list page or document list page.

Note: You can view the workflow status of a record in the Workflow Status column of the list
page.

2. Perform any of the following steps, as applicable:
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o Select the appropriate record.

PROJECT FUND LIST

_F Cdic  © View [ Deder= B Workflow ~  '§° SelectActions = [E] Reports = B MailMerge = € More ~

[0 B ProjecxfundiD Tund Source Name Fund Source Code Fund Source Type Tund Description Account Number Account Priority Warkflow Stetus
| | 7] \ | 7] 7] \ | v | v Ji [ Y] | T i | v ]
PRLL CONGa 15FCA 14(4] Funding 15A7302501404 RA0.C... Lpproved
PFLZ COND2 CONG2 FLAP Funding MT NPS GLAC 14.. 1517202601404 540.C.. CONC2 CONO4 Approved

Figure 112: Selecting a Record

e Select multiple records that are in the same workflow status and have the same workflow
associated with them.

PROJECT FUND LIST

T Delete 2 SelectActions v (D More v

) Projectiund i 5 +und Sourze Code Fund Source lype Fund Description Azcount Number Accoun: Priority Worktlow Status
\ \I Y} | \ Y I |

Figure 113: Selecting Multiple Records with the same Workflow Status

|

e Selectthe appropriate record, and then click Edit.

PROJECT FUND LIST

e View TU Delete [# Workflow = "' SelectActons *  [&] Repors = [B1 MallMerge * €3 More +

O B FrojectFund 1D Fund Source Name Func Source Code Fund Source Type Fund Description Account Number Account Priority Workflow Status
| | 7] T ] \II 3 | | | | T I | T i
FFL-4 CONg4a COND4 15F0A 14(3) Funding 15A7302601404 R4D.C... Approved
FFL2 CconNg2 COND2 FLAF Funding MT NPS GLAC 14.. 1517302601404 540.C.. COND2-CCNGA Approved

Figure 114: Editing a Record
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The Project Fund List page is displayed.

PROJECT FUND LIST

@ Cancel T

ﬁ] Workflow -

Project Fund ID
Fund Source Name
Fund Source Code

Fund Source Type

Fund Source Category

Fund Description

Account Number

Account Priority

Authorized Amount ($)

Original Authorized Amount (5)

Expended Amount (%)

Probable Expenditure (%)
Remaining Amount ($)

Notes

Select Actions ~

PFL-4
COND4
COND4

CON

GAQA

15F0A 14(4) Funding s
4

15A7302601404 R40.CN.15F0.30
1730001426 25255

o

Figure 115: Project Fund List Page
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3. Click Select Actions * “““*“*~ 'and then click the appropriate workflow action.

PROJECT FUND LIST

j Edit <® View @' Delete M Workflow = | *§" Select Actions = | I;j Repaors - |§_-| Mail Merge ~ O More
O B  ProjectFund ID Fund Source Name| Fund Source Type Fund Desaription Account Number
: Relurn Lo Published
ok ncive
D PFL4 CONO4 I"\s" CON 15F0A 14(4) Funding 15A7302601404 R4C.C...
PFL-3 CONOZ CONOZ. CON FLAP Funding MT NP5 GLACIZR... 1517303700141 540.C...
D PF.-2 CONO2 CONOZ CON FLAP Funding MT NPSGLAC 14... 1517302501404 340.C...

Figure 116: Using Select Actions Option — List Page
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PROJECT FUND LIST

@ Cancel [ workflow ~ |

"r Select Actions ~

Project Fu

Mark as Inactive

Fund Source N,

Return to Published

Fund Source Code

Fund Source Type

Fund Source Category

Fund Description

Account Number

Account Priority

Authorized Amount (8)

Original Authorized Amount ()

Expended Amount ()

Probable Expenditure (S)
Remaining Amount ()

Notes

: CONO4

¢ CON

: GAQA

: 15F0A 14(4) Funding e

t 15A7302601404 R40.CN.15F0.30
1730001426 25255

Figure 117: Using Select Actions Option — Details Page

Available actions are based on the definition of the associated workflow.
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The Masterworks dialog box is displayed.

MasterWorks ¥
Notes :] Validated the information added for the fields.
7~
set Days To Complete for Next Stage : 2 ®
ATTACHMENTS

I e S (e R e e

No Attachments available

Upload Document
o e

Figure 118: Masterworks Dialog Box

4. Optionally, in the Notes field, enter the notes for the workflow transition. You can access these
notes from the Workflow History dialog box.

5. Inthe Set Days To Complete for Next Stage field, enter the number of days by when the workflow
action of the next workflow status must be completed.

e The number mentioned in this field determines the due date to complete the workflow action for
the next workflow status.

e Ifthefield is empty, the application applies the default number of days set for the respective
workflow.

e [fyouwantto override the default days set for the respective workflow, you need to enter the
appropriate number in this field.

MasterWorks »
Notes :  Validated the information added for the fields.
o
Set Days To Complete for Next Stage :| 2 ®
ATTACHMENTS

(0 s s Jopsoe e

No Attachments available

Upload Document

Figure 119: Set Days To Complete for Next Stage
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6. Optionally, in the Attachments section, you can upload or link related files. For information on
attachments, refer to Section 4.7. Attachments.

You can access these documents from the Workflow History dialog box. For more information,
refer to Section 6.2. Viewing the Workflow History.

7. Click OK.

6.2. Viewing the Workflow History

Prerequisites
A workflow is associated with the record.
Overview

You can view the business process progression of a record in the workflow history of the record. The
following details are available in the workflow history of every record:

e Action taken at every workflow status

e Date the workflow action was performed

e Notes entered when the workflow action was performed

e Username and user ID of the users who performed a workflow action
e Documents attached during workflow transitions

The Project Fund List form is used for illustration purposes.
Steps

1. Inthe list page of a form, select the appropriate record.

PROJECT FUND LIST

_(; Edit © View @ Delete H_] Workflow ~  °§’ Select Actions ~ I::'] Reports ~ @ Mail Merge ~ @ More ~

D EI Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

PFL-4 E CONO4 CONO04 CON 15F0A 14(4) Funding

D PFL-3 CONO03 CONO3 CON FLAP Funding MT NPS GLACIER...
D PFL-2 CONO02 CONO02 CON FLAP Funding MT NPS GLAC 14...

Figure 120: Selecting a Record
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2. Click Workflow, and then click History.

PROJECT FUND LIST

F Edit © view Tl Delete | [ workflow ~ | °§ SelectActions ~ [4] ¥

[0 © PprojectFundID

i nd Source Code
i@ History

T
. H .%, Workflow User(s)
.;

CONO03 CONO3

Figure 121: Using History Option

The Workflow Status & History dialog box is displayed.

Workflow Status & History X

Workflow Status Hide ~

--------- Selected Status e CUrrent 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 :
Aclion By : Mike Ross Aclion By :
Due Date: 07-26-2023 7:34:08 AM Due Date: 07-27-2023 5:32:06 AM
Action Status: Action Completed Action Status : Action Pending

More Details

Figure 122: Workflow Status & History Dialog Box
The Workflow Status section displays the current and the previous workflow statuses.

The Workflow History section displays the details of the workflow statuses.
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3. Toview the complete workflow history, click More Details.

Workflow Status & History X

Workflow Status Hide ~

--------- Selected Status ——— CUrrent Status

@ Published 4@

Approve @—m0—o--

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 :
Aclion By : Mike Ross Aclion By :
Due Date: 0/-26-2023 7:34:08 AM Due Date: 0/-27-2023 5:32:00 AM
Action Status: Action Completed Action Status: Action Pending

Figure 123: More Details option

The History page is displayed.

HISTORY

@ Close
Record |denriier - PFL-4/CONOA a
Workflow Status Hide A/

- SUleclodSLolUS m— Currenl Stalus

Sublish approve

<

il -

»
Workflow History Hide A

Action Pencing | Actian Complerad [l Action Failed Il Worktlow Camalersd

D staws Received On Action Action Notes Action On Action By

=10 7| =2 7 [

Drzlt 07-26:2023 7:34 AM. Publish 07 26:20237:34 AM User1d

Ll

Figure 124: History Page
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The Workflow Status section displays the progression of the workflow through the various

statuses.

The Workflow History section displays the details associated with each of the workflow statuses.

The Attachments section displays the list of documents attached when users performed

workflow actions on the selected record.
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4. Toview details associated with any of these workflow statuses, click the appropriate workflow
transition record in the Workflow Status section.

HISTORY

&) close
Record Ident Fer : PHL-/_ONU4 -
Warkflow Status Hide ~
------ selected status — CUrrent status
i i — -
i H
e =" =
i |
rublizh @ Approve @ | e :
[
4 r
Actlon 2ending | | Actlon Completed [l Actlon Falled Il Workflow Completed
B swatus Received On Action Action Notes Action ©n Action By Action By User Name Action Mes
o M 50 ] 6 =
Approved 1172172023 8:37 AM

Show WorkHlow History Report

Figure 125: Workflow Status Section

The Workflow History section displays the details associated with the selected workflow
statuses.

The Attachments section displays the files uploaded during the workflow transition of the
selected workflow statuses.

5. To open an attachment, in the Attachments section, in the Document Name column, click the
required file name.

HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 =
g Published 07-28-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07272023 5:32 AM =
4 G >
Show Workflow History Report
ATTACHMENTS
&
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
a N Mike Ross

Figure 126: Clicking Document Name
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The documentis opened in the application viewer.

WVIEWER

© Back [ save e Princ

Edit - View - Page - Interactive - Annotations -~
« s (1 |7 g [ax - qlpl@e o olEi:dyoa
E Y
R il
|
FUND MANAGEMENT
IN FEDERAL
- HIGHWAY
et ADMINISTRATION
7;ege2
L == e l/j’l
MASTERWORKS
‘o i| B ‘ : ;
» DN BB BE /A F A AH[EQWEAL F 2T
Figure 127: Viewing a Document in the Application Viewer
6. Toview the workflow history as a report, click Show Workflow History Report.
HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 =
g Publishet 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM -
>
Show Workflow History Report
ATTACHMENTS
2 %
Uploaded By Uploaded Date File Size

Url/Link Title

File View Status  Document Name
v

Figure 128: Using Show Workflow History Report Option
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The Workflow History Report is displayed.

WORKFLOW HISTORY REPORT

@ Back

[

Q Subscribe

‘0:1

Ry o &

Workflow History Report

Record Name: ‘Project Fund List

Record Details: ‘Fund Source Name

Project Code: |Aurigo SIT MT NPS
GLAC 14(4) & MT NPS

Project Name: ‘Aurigo - Test Rehabilitate Many
Glacier Road & Many Glacier

Manager,Acquisit
ions,Administrat
or,Construction
Admin
Staff,Constructio
n Component
Lead,Design

|Component

Lead,Designer,Pr
oject Manager

Figure 129: Workflow History Report Page

6.3. Selecting Workflow Users

Prerequisites

Workflows are published for the form.

Overview

GLACIER 14(1) - RKR Road
Status |Pending On Received |Action |Action User |Action Due Date
Role(s) On Name On Qverride
Draft |A/E Designer,A/E [12/11/202 |Publish |Administrat|12/11/20 {12/11/2023
Lead 32:28 AM or 232:28 |2:228 AM
Designer,A/E AM

Introduction to Masterworks
Participant Guide

At any workflow stage, you can select specific users to mandatorily take an action at the defined
workflow stage. These selected users must perform an action at the defined workflow stage to move the
workflow to the subsequent workflow stage. Only selected workflow users can perform the workflow

action.

For document folders in the Document Management module, users selected at a folder level are

applicable to all sub-folders and document records within them. Additionally, you can select users at a

sub-folder level and at a document record level.

The Project Fund List form is used for illustration purposes.

Steps

1. To select users in the workflow of a module or document folder, perform the following steps:
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a. Inthe list page of a form or the list page of a document folder, click Workflow, and then click
Workflow User(s).

PROJECT FUND LIST

.n New ,R*_T Workflow ~ B Reports ~ ["";f Excel Export ~ @ More ~

O [V} rce Name Fund Source Code
d" Associate
| ;%, Workflow User(s) |
D g 195 Show Pending On User(s) CONO4
mM . — i CONNR

Figure 130: Using Workflow User(s) Option

b. From the Available Workflows drop-down list, select a workflow. The published workflows
associated with the form are displayed.

Workflow User(s) X
Available Workflows : | --Select-- ¥

iere: = 2% an A ] kel Tar

Nete: “#indicates the srage ha< anacnon —Select-- he Acticn ro move the warkflow ™ nax sTage

Custom Project Fund List
Figure 131: Published Workflows

The Workflow User(s) table is displayed. The list of stakeholders for each stage and role is

displayed.
Workflow User(s) X
Available Workflows : | Custom Project Fund List e
D Stage Role User Name First Name Last Name
K
A
v Stage: Draft
~ Role: Acquisitions
D Draft Acquisitions Rama_Acquisitions  Rama
D Draft Acquisitions Ryanp_Acquisitions Ryan Phillips
D Draft Acquisitions Shirley_Acquisitions Shirley Anderson
D Draft Acquisitions Dean_Acquisitions ~ Dean Umathum
|:| Draft Acquisitions Antony Antony
v

»

mnz 3 4 5 6 7 8 9 10 .. um Page 1 of 18

Note: "*" indicates the stage has an action which requires every selected user to complete the action to move the workflow to next stage

Save

Figure 132: List of Stakeholders

4
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2. Alternatively, to select users in a workflow for a record of a form or a document, perform the
following steps:

e Selectarecord, click Workflow, and then click Workflow User(s).

PROJECT FUND LIST

_{:" Edit € View E’ Delete EH Workflow = [g] Reports = [E.' Mail Merge ~ @ More ~
D g Project Fund 1D i ind Source Code Fund Source Type
@ History
,%‘ Workflow User(s)
O PFL-2 aN02 CON
PFL-1 i COND1 cono1 I}\\¥ CON

Figure 133: Using Workflow User(s) Option
The Workflow User(s) page with the associated workflow of the record is displayed.
Workflow User(s) X
Workflow assigned for record:  Custom Project Fund List

[0 stage Role User Name First Name Last Name

G

a
v Stage: Inactive

~ Role: Acquisitions

D Inactive Acquisitions Rama_Acquisitions  Rama

D Inactive Acquisitions Ryanp_Acquisitions Ryan Phillips

D Inactive Acquisitions Shirley_Acquisitions  Shirley Anderson

D Inactive Acquisitions Dean_Acquisitions  Dean Umathum

D Inactive Acquisitions Antony Antony

. v
4 »

mn AL um Page 1 of 5

Note: *' indicates the stage has an action which requires every selected user to complete the action to move the workflow to next stage

Save

Figure 134: Workflow User(s) Page

Only workflow stages following the current workflow stage are displayed, and the list of
stakeholders for each stage is displayed.
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3. Select the users for each stage to add to the workflow.

workflow User(s) >4

Workflow assigned for record:  Custom Project Fund List

[J] stage Role User Name First Name Last Name

IApproved l . IAdminiStI’atoﬂ . ‘ ' 1 ’

Approved Administrator kishor Kishor

3 | |

(] Approved Administrator Ramadevi Ramadevi

Approved Administrator Beale_Administrat... Beale Spencer

— . - o s o . . - LS T S S W - . ..
+ I »

nnmz FREANE N nnu page 10f8

Note: "# indicates the stage has an action which requires every selected user to complete the actien to move the workflow to next stage

Ex

Figure 135: Using Filter Option
Optionally, you can filter the users using the following filters:

Stage

Role

User Name
First Name
Last Name

O O O O O

4. Click Save.

Based on the defined workflow, any or all selected users must perform the workflow action on the
selected record.

The Workflow History page displays the workflow actions performed by all users across all stages
of the workflow.

91



Federal Highway Introduction to Masterworks
Administration Participant Guide

6.4. Associating a Workflow

Prerequisites

e Workflows are published for the form.
e The logged-in useris assigned Administrator role.

Overview

Once a workflow is published as the default workflow for a form, every record of the form that is created
in every project is associated with its default workflow. You can change the default workflow of a form.
The newly associated workflow is effective for this form only in this project. New records created for this
form in this project are associated with the newly selected workflow.

The Project Fund List form is used for illustration purposes.
Steps

1. Inthe navigation pane, click a form to open.

(‘ Federal Highway
@ Administration
PROJECTS PROJECT FUND LIST
O\ Type to Search X Vv A .n New m Workflow ~ E] Reports ¥ B' Excel Export ~ @ More ~
ﬁ = = m |:] E.I Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES v
¥ T T T
E General . . . .
D PFL-2 CONO02 CONO02 CON

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

= Project Calendar

— Fund Management

m Project Fund List

Figure 136: Selecting a Form
2. Click Workflow, and then click Associate.

PROJECT FUND LIST

.ﬂ New M Workflow ~ E] Reports ~ Bt Excel Export v @ More ~

[:] ‘:‘ rce Name Fund Source Code

L. Workflow User(s)

O 9 &9 Show Pending On User(s) CONo4

O

L ] TUNUD CONO3

©

Figure 137: Using Associate Option
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The Workflow Association dialog box is displayed.

workflow Association X

DEFAULT WORKFLOW :

Custom Project Fund List
WORKFLOW OVERRIDE FOR THIS PAGE:
No workflow Associated

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

== 2

Figure 138: Workflow Association Dialog Box

The Default Workflow section displays the workflow name of the form that is marked as default
for the form in the application.

3. To associate a different workflow to the form in the project, from the APPLY A NEW WORKFLOW
FOR THIS LISTPAGE AND MODULE drop-down box, select the workflow to associate with the
form for the project.

Workflow Association x
DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

No Workflow Associated

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

Custom Project Fund List

FHWAProject_WF
Project_WF

Figure 139: Using Applying a new Workflow for this List Page and Module Option

Available options are the published workflows for the respective form.
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Upon selecting the workflow, the WORKFLOW OVERRIDE FOR THIS PAGE field displays the
current workflow that is associated with the form for the project.

Workflow Assodiation x

DEFAULT WORKFLOW ;

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

FHWAProject_WF

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AMD MODULE :

Figure 140: Updated Workflow Override for this Page Field

If no selection is done in the APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE field,
then the WORKFLOW OVERRIDE FOR THIS PAGE field displays No Workflow Associated.

4. Optionally, to reset the workflow of the form for the project to the default workflow as defined for
the form in the application, click Remove adjacent to the WORKFLOW OVERRIDE FOR THIS
PAGE field.

Workflow Association b 4
DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE =

FHWAProject_WF Remove

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

Figure 141: Resetting to Default Workflow

5. Click Apply to save the changes. The workflow properties are associated with the form. The
selected workflow is associated with the newly created records of this form within the project.
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7. Enterprise and Project Features

7.1. Using the Enterprise Search Utility
Overview

Enterprise Search is a module-based search engine utility to find and view specific information from a
large collection of related data. The search results are based on the criteria that are defined for a
particular form. Search results contain information of only the projects you are invited to.

Steps

1. Inthe module menu, click Home.
The ENTERPRISE DASHBOARD page is displayed.

HOME ENTERPRISE DASHEDARD
Q, Type to Search X w A [T] selectDashbozrd: Projer Nashhoard ~| Made: View v 4)New _§ bdit [l Delete &} SetAsDefault
o T Nolfealions (16)
E m [nterprise Search
L ef L > &
t.tt = Document Scarch
= FPROJECTS BY % COMPLETE
@. = Tunu Managemenl
u Resar Gallery
w Ad-hoc Reports
u Ad-Hoc Unil I'rice Seareh Resull
u Ad-lIoc Unit Price Sezrck
[ Rocent Projects
PROJECTS BY % COMPLETE

Figure 142: Enterprise Dashboard

2. Inthe navigation pane, click Enterprise Search.

HOME ENTERPRISE DASHBOARD
Q, Type taSearch ¥ W A [iy Select Dashboard: Froject Dashboard ~ | Mode: view ~  flNew _§FEdit [l Delete
B Noilizations (16)
7 =
1 of L m- =
g " Oosement Ssareh
e PROJECTS BY % COMPLETE
& £ Fund Management
n Reporl Gallery
» Ad-hoc Reporls
® Ad-Hoc Unil Price Search Resull
® Ad-Hoc Unil Price Search
[ Recent Projects
PROJECTS BY % COMPLETE
> .
- -

Figure 143: Enterprise Search
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ENTERPRISE SEARCH

Q, search @ View L[2 Reset [} Export

SEARCH FORM Hide A

‘ |

20}

)
(@)
(

]
n

14

H

SEARCH RESULTS Show v
Figure 144: Enterprise Search

3. Inthe Form box, click and select the form within which you want to search for data or records.
Alternatively, type the name of the form, and then select the appropriate from. Available forms in
the list are forms with the IsSearchable form attribute set to True. All fields available in the form
are displayed.

Enter the criteria to search.

Optionally, expand the related sections, and enter additional criteria to search.

Click Search.

The information that matches the criteria is displayed in the SEARCH RESULTS section. Search
results contain information of only the projects you are invited to.

ENTERPRISE SEARCH

@ view [Z reset [} Export

SEARCH FORM Hide A

No o s

‘

Form | Glgbal Fund List X

Fund Source ID -
Fund Source Name : | CON
Fund Source Code :
Fund Source Type : CON w
Notes :

Is Active @ s =

SEARCH RESULTS Hide ~
1} Fund Source ID Fund Source Name Fund Saurce Code Fund Type Is Active Madified By
]
GFL-1 COND1 CoNOT CON Kishor E a
GFL-2 CONO2 COND2 CON a Kisher E '
GFL-3 cono3 Congs ON Kishor E
GFLA CONOa ConNoa <=1 (] Kichor E v
4 »
nn'um Papz 1ol

Figure 145: Search Results

The following options are available:

e To save the search results to an Excel workbook, in the toolbar, click Export.
e Toview arecord, inthe SEARCH RESULTS section, perform the following steps:

a. Selectthe appropriate record and then click View. A dialog box with the respective record
details is displayed.
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b. Click Open In New Tab to view the record details in a new tab. Optionally, click Close to return
to the SEARCH RESULTS section.

e To clear existing search results to search with new criteria, click Reset.

7.2. Searching for Documents at the Enterprise Level
Overview

You can search for documents in the application based on specified search criteria. You can search for
documents uploaded to various folders across the application and documents uploaded as attachments
to forms and workflows.

You can enter any search criteria combination to search for documents. The search results section
displays the list of documents from across the application that you are invited to and the roles you are
assigned. From the search results, you can view and download documents. You can also export the
search results to an Excel workbook.

Steps

1. Inthe module menu, click Home.
The ENTERPRISE DASHBOARD is displayed.

HOME ENTERPRISE DASHEDARD

Q, Tyne o Search X W A 7] selectDashbozrd: Project Dashhnard ~| Made: View v gl New _f Edit il Delete &} SetAsDefault
fOfl [ nolifcations (16)
= u [nerprise Search
E: 1 of 1 @~ &
0 = Document Search
- PROJECTS BY % COMPLETE
& I Tung Mansgement

= Resar: Gallary
= Ad-hoc Reparts

m Ad-Hoo Unil I'rize Search Resull
® Ad-lloc Unit Price Search

[ Rocent Proecis

PROJECTS BY % COMPLETE

Figure 146: Enterprise Dashboard
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2. Inthe navigation pane, click Document Search.

HOME ENTERPRISE DASHEDARD
Q, “ype o Search K w A [Tj selectDashbozrd: Proect Dashboard v Mode: View v  4)New _{ Edit Tl Delete £} SetAs Default
'EJ’ ™ Moalficalivms (16)
r& = [Cnterprise Search
n of 1 mr =
o -
= PROJECTS BY % COMPLETE
@‘ 7 Tune Managemenl
5 Rznarr Gallery
= Ad-hoc Reports
B Ad-HooUnil'rice Seerch Resull
m Ad-lac Unit Price Sezrch
[ Recent Projects
PROJECTS BY % COMPLETE

Figure 147: Document Search
The SEARCH DOCUMENTS page is displayed.

SEARCH DOCUMENTS

Q Search @ View |'='.-" Reset ¥, Download D, Export

DOCUMENTS ATTACHMENTS

SEARCH DOCUMENTS Hide A

Default Properties

Projects : ’ Document Folder :  Select
Document Property : Select ~ Created By : |All Users ~
Document Title : Document Name
File View Status : Al v

SEARCH RESULTS Show v

Figure 148: Search Documents

3. You can search for documents in the Documents folders of projects, or for attachments uploaded

in project forms.
Perform either of the following steps:

e To search for documents in the Documents folders of projects, in the SEARCH DOCUMENTS
section, perform the following steps:

a. To define basic criteria to search for documents, perform the following steps:
i In the Document Title box, enter the title of the document.
ii. In the Document Name box, enter the name of the document.
iii. From the File View Status drop down list, select the status of the document.
iv.  Fromthe Created By drop-down list, select the user name of the user who has
uploaded the document.
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Available user names are of users who have uploaded documents in the application.
b. To define additional search criteria, perform the following steps:
i.  From the Document Property drop-down list, select the appropriate document
property.

ii.  The Advanced Properties section is displayed. The search criteria in the section are
based on the Document Property selected.

iii. In the Advanced Properties section, provide the appropriate information. Available
fields are based on the document property selected from the Document Property
drop-down list.

c. To search for documents from selected projects, in the Project field, perform the following

steps:
i. Click .
The Projects List dialog box is displayed.
Projects List X

0 selectec of total 290

D Project Name Y | Project Code T
D sl Zleck Mzurtain Read Sl CAERRO FS LEPPDR 2023 7il) r's
D SIT - 2lsck Mourtain Read Ryan Maya Derham SIT - CA ERFO FS LSPDR 2023- (1) (1]
D SIT - 2leck Mcurtaln Read SIT- CAERFO F5LSPDR 2023-701)(2)
D SIT - 2leck Muurtain Road SIT - CA ERFO FS LSPDR 2023-7(1)_Tesl
O SIT-CALRMO 5 LEPDR 2023-1(1)1 - RKR 052224 SIT- CACRFO M5 L5PDR 2023-701)1 - RKR 052224
O SIT - Zlack Mcurtain Road RC Maya SIT- CACRFO IS5 L5PDR 2023-1(1)2-R0
D SIT - Zlack Mcurtain Read - [T CFL SIT- CAERFO F5LSPDR 2023-7(1)3 - T 5-28-21
D SIT - 2leck Muuntain Road SIT - CA ERFO FS LSPDR 2023-1{1)2_KKP
I:I SIT - Repairs on Wswona Road-5 JT SIT - CA FTHP YOSE 14{7) 01702024 T
D SIT - Tepairs on Wawona Road-2 - rkr SIT- CATTNP YOSC 14(7)(2) - 07131
O &I Hepairs on Wawona Hoad 3 RW ST LA FIND YOSE 14/)2)
D SIT - Repairs on Wawona Road-1_KKP SIT - CA FTNP YOSE 14{7)(1)_KKP
|:| Pavement Presenvatior Bay 4rez - broksn - Incerrect Item Import SITCAMFS PP 20Z7(1)
D Coeur D Alene River Road and Prichard Creek Rocd SIT ID FLAP SHOSHO MULTICT)
O SIT-KPFI | | etter Project -2 SIT-1 etter Prajert -1
D KIPELL SIT Letter Project & &Il Letter Project &
n n 1 2 m 4 .. uu 40 ¥ items 81- 120 of 290 ltems

Figure 149: Projects List Dialog Box

ii.  Selectthe appropriate projects, and then click Select.
d. To search for documents from the folders, in the Document Folder box, click and select the
appropriate document folders.

Alternatively, type the name of the document folder, and then click the appropriate folder. Available
options are folders based on the following criteria:

m If no projects are selected in the Projects field, then all folders defined in the Documents module
of all projects are displayed.
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m If projects are selected in the Projects field, then all folders defined in the Documents module of
the selected projects are displayed.

e To search for documents uploaded as attachments to forms and workflows, click the
Attachments tab, and in the SEARCH ATTACHMENTS section, perform the following steps:

a. To define basic criteria to search for attachments, perform the following steps:
i In the Document Title box, enter the title of the document.
ii. In the Document Name box, enter the name of the document.
iii.  Fromthe File View Status drop-down list, select the status of the document.
iv. From the Created By drop-down list, select the user name of the user who has
uploaded the document.

Available user names are of users who have uploaded documents in the application.

b. To search for documents from the projects, in the Projects field, perform the following
steps:

Note: To search for attachments from an enterprise level form, do not select a project.

i.  Click -'.The Projects List dialog box is displayed.
ii. Selectthe appropriate projects, and then click Select.
c. To search for attachments from the forms, in the Select Form box, click and select the
appropriate forms.
Alternatively, type the name of the form, and then click the appropriate form.
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4.

Click Search.
Based on the search criteria specified, the SEARCH RESULTS section displays the list of
documents that match the search criteria.

SEARCH DOCUMENTS

@ View L:? Reset ¥, Download n Export

DOCUMENTS ATTACHMENTS

SEARCH DOCUMENTS Hide ~
Default Properties
Projects : SIT-Black MounLain Roac Document Folder :  Szlect
Document Property : Selact ~ Created By : All Users A

Document Title : Contract Document Document Name :

File View Status : Al v
SEARCH RESULTS Hide ~
[C]  File View Status Document Name Document Title Created By Project Code Project Name Contract Code
\:l @ Ready DOCx.docx Contract Document SIT CAERFO FSLSPD... SIT - Black Mcuntain R...
AR-'AA

Figure 150: Search Results

You can perform the following actions:

To download documents, in the SEARCH RESULTS section, select the appropriate documents,
and then click Download.

The selected documents are downloaded to your local hard drive.

To download details of the list of documents available in the SEARCH RESULTS section to an
Excel workbook, click Export.

The properties of documents in the search results are downloaded as an Excel workbook to your
local hard drive.

To open a document, select a document and then click View. The document is opened in the
document viewer.

To open the folder or form where the document is available, in the SEARCH RESULTS section,
double-click the appropriate document.

To reset the search criteria, click Reset.
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7.3. Searching for Documents at the Project Level
Overview

You can search for documents in the project based on specified search criteria. You can search for
documents uploaded to folders in the Documents folder of projects and documents uploaded as
attachments to forms and workflows.

You can enter any search criteria combination to search for documents. The search results section
displays a list of documents from the project based on the roles assigned to you. From the search results,
you can view and download documents. You can also export the search results to an Excel workbook.

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q Iype to Search X v oA ﬂ New  [# Workflow ~ @] Reports - é}, Manage Users g Mark Offline/Online @ More ~
n 0  Project Code Project Name Project Description Business Unit
Selact Preject -
T T hi T
E 4 Recent Projecrs - . . -
SIT MT NPS GLAC 14{4) B MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
Al SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
@ All Projects SIT MT NPS GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
|

Figure 151: Navigation to Projects module

2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  'H0J=01 LU= AILs
Q Type tasearch X W oA iy Select Dashboard: bis s ~  Made: | visw ~  fiNew _FEdic [l Delere £} SerAs Defaul
£ si-cenorssorzEsm - Repor. Viewer .
| [z
EE— radder  [1713 schadilel srer | |
A1 Tl SIT - CA ERFD 5 LSPDR 2023-1(1) P — =
& + Dacumens

= Document Search
= Erojec Resort Gallory
® Project Calencar
— und Managzment
u Project Zund List
m Project —und Transaction
= Funding 2ules
+ sid stimale Infurmalion
+ Biddirg

+ Contracts

Figure 152: Expanding Projects Folder
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3. Inthe navigation pane, click Document Search.

PROJECTS PROJECT DASHBOARD PROJECT DETAILS

Q. Type to Search X Vv A lig Select Dashboard: Construction Status Report ~

2 - - b 4
E General
Contract TETEs

Workflow |f1\ctive, Archived- Final, Archived- Hi]‘V‘ Unit:
[ "~ SIT- CA ERFO FS LSPDR 2023... Status: :

<Sel¢

Project v

.@. 4+ Documents

= Document Search

® Project Report Gallery

® Project Calendar

Fund Management

Bid Estimate Information

Bidding

+ + + +

Contracts

Figure 153: Document Search

The SEARCH DOCUMENT page is displayed.
In the Projects field, the name of the associated projectis displayed.

4. You can search for documents available in the Documents folders of the project or for
attachments uploaded in the project forms.

Perform any of the following steps, as applicable:

e To search for documents available in the Documents folders of the project, inthe SEARCH
DOCUMENTS section, perform the following steps:

a. To define basic criteria to search for documents, perform the following steps:
i. In the Document Title field, enter the title of the document.
ii. In the Document Name field, enter the name of the document.
iii. From the File View Status drop-down list, select the status of the document.
iv.  Fromthe Created By drop-down list, select the user name of the user who has
uploaded the document.
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Available user names are of users who have uploaded documents in the application.
b. To define additional search criteria, perform the following steps:

i.  From the Document Property drop-down list, select the appropriate document
property.

The Advanced Properties section is displayed. The search criteria in the section are
based on the Document Property selected.

ii. In the Advanced Properties section, provide the appropriate information. Available
fields are based on the document property selected from the Document Property
drop-down list.

c. To search for documents from the folders, in the Document Folder field, click and select
the appropriate document folders.

Alternatively, type the name of the document folder, and then click the appropriate folder.
Available options are folders defined in the Documents module of the associated project.

e To search for documents uploaded as attachments to forms and workflows, click the
ATTACHMENTS tab, and in the SEARCH ATTACHMENTS section, perform the following steps:

a. To define basic criteria to search for attachments, perform the following steps:
i. In the Document Title box, enter the title of the document.
ii. In the Document Name box, enter the name of the document.
iii. Fromthe Created By drop-down list, select the user name of the user who has
uploaded the document.
iv.  Available user names are of users who have uploaded documents in the application.
V. From the File View Status drop-down list, select the status of the file.
b. To search for attachments from the forms, in the Select Form field, click and select the
appropriate forms.

Alternatively, type the name of the form, and then click the appropriate form.
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5.

Click Search.
Based on the search criteria specified, the SEARCH RESULTS section displays a list of documents
that match the search criteria.

SEARCH DOCUMENTS

Q, search @ View [2 Reset ¥, Download [} Export

DOCUMENTS ATTACHMENTS

SEARCH DOCUMENTS

Default Properties

Projects : SIT-Black Mountain Road Document Folder : Sclect
Document Property : Select ~ Created By : All Users
Document Title : Contract Document Document Name
File View Status : All ~

SEARCH RESULTS

[] File view Status Document Name Document Title Created By Project Code Prc

id id d d d

D @ Ready DOCx.docx Contract Document SIT- CAERFO FS LSPD... SIT

] <8 -]

Figure 154: Search Results

You can perform the following actions:

To download documents, in the SEARCH RESULTS section, select the appropriate documents,
and then click Download.

The selected documents are downloaded to your local storage.

To export details of the list of documents available in the SEARCH RESULTS section to an Excel
workbook, click Export.

The properties of documents in the search results are downloaded as an Excel workbook to your
local storage.

To open a document, select a document and then click View.

The document is opened in the document viewer.

To open the folder or form where the document is available, in the SEARCH RESULTS section,
double-click the appropriate document.
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7.4. My Tasks

In Masterworks, the tasks awaiting your action are listed on a page that is similar to a to-do list. For
example, if you must approve a Pay Estimate record, then this task is listed in MY TASKS.

The number of tasks listed is based on the value defined in the Filter Window Range (in Days) field in the
Application Settings page of the Administration module.

You can access the MY TASKS page from anywhere in the application. For more information on viewing
tasks, refer to Section 7.4.1. Viewing My Tasks.

You can also select the window for a specific date range for which you want to view the tasks awaiting
your action. The number of windows displayed is based on the value defined in the No. Of Filter
Windows field in the Application Settings page of the Administration module. For more information on
viewing tasks for a specific date range, refer to Section 7.4.2. Viewing My Tasks within a Date Range.

The tasks awaiting your action are grouped at the module level. Once you have completed a task, the
corresponding notification in the MY TASKS page is automatically removed from the list.

From the MY TASKS page, you can perform the following activities:

e 7.4.3. Complete a pending Task
e 7.4.4. Customize my tasks notifications
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7.4.1. Viewing My Tasks

Overview

Introduction to Masterworks
Participant Guide

The & icon feature in Masterworks enables you to access all the tasks awaiting your action from

anywhere in the application.
Steps

1. In Masterworks, click & .

Facaml Highwsry Hame b+ | TA
pabminiiaon /

HOME ENTERPRISE DASHBOARD
Q TyperoSearch ® W A T select Dashboard: Troject Dashboard v Mede: View ~ ) New _§ Edit T Delete
[ Nertificaticns (17)
Rep wer
ﬁ = [nterprise Search < 4 :hn > > El [:] m—
Eﬂﬂ = Deocurnent search
PROJECTS BY % COMPLETE
@ [~ Fund Management
= Report Gallery
= fd-hoc Reports
= AdHog Unit Price Scaren Result
= AdHoc Unit Price Scaren
[ Recent Prejects
PROJECTS BY % COMPLETE

Figure 155: Notifications

The My Tasks page is displayed.
i i

My Tasks

L Search by Project or Form

Vo fiowe 1 sk fror st T days Lonsi v

SIT - Black MounLain Road

Today

Submittal ID: SUB-6982AF24C000004-0008
Submitted with Discussion

Submillal & shov Detsils

6:02 AM

Figure 156: My Tasks Page

2. Inthe My Tasks page, click All Notifications at the bottom center of the page.

3. The MY TASKS list page displays all the tasks that are awaiting your action for all the projects to

which you are invited.
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MY TASKS
07/01/2024 - 06/30/20... -~ & Customize Notifications (®) Close () More ~ Y
Form Project Code Project Name Contract Code  Contract Name  Record Identifier Assig
7
~ Form Name: Submittal
Submiteal SIT- CAERFO FS LSPD...  SIT - Black Mountain R... 8982AF24C000.. SIT-CAERFOF.. Submittal ID: SUB-698... 07/0°
<4 »
(<] < JEH] > |~ e

Figure 157: My Tasks List Page

Note: In the MY TASKS list page, the number of tasks listed is based on the value defined in the
Application Settings page of the Administration module.

From the MY TASKS list page, you can also perform the following functions:

e View tasks within a specific date range.
e Access records with a pending task.

7.4.2.Viewing My Tasks within a Date Range
Overview
You can select a specific date range for which you want to view the tasks awaiting your action. The

number of date ranges available is based on the number of filter windows defined in the Application
Settings page of the Administration module.

Steps
1. In Masterworks, click ® . The My Tasks page is displayed.
QT e | 0¥ 55
My Tasks @ X
@, search by Frojecl or Funmn x | T
ina Fierve 1 dasks from fast T days Vorsl pdduted ot 237 P
SIT - Black Mountzin Ruad m -
Today
Submittal 1D: SUB-6982AF24C000004-0008
Submitred with Discussian 0:02 AM
Submillzl & shew Details
All Notifications

Figure 158: My Tasks page
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2. Inthe My Tasks page, click All Notifications at the bottom center of the page.
The MY TASKS list page displays all the tasks that are awaiting your action for all the projects to

which you are invited.

MY TASKS
07/01/2024 - 06/30/20... ~ & Customize Notifications (®) Close &) More ~ Y
Form Project Code Project Name Contract Code Contract Name  Record Identifier Assig
uw/

~ Form Name: Submittal

Submirtal SIT- CAERFO FSLSPD... SIT - Black Mountain R... 5982AF24C000... SIT-CAERFOF.. Submittal |D: SUB-698... 07/0°

<4

Qg /aa

Page 1071

Figure 159: My Tasks List Page

Note: In the MY TASKS list page, the number of tasks listed is based on the value defined in the
Application Settings page of the Administration module.

3. To select the date range for which the tasks must be displayed, click the Select Period drop-down

list, and then select the appropriate date range.

MY TASKS

07/01/2024 - 06/30/20... ~

07/01/2024 - 06/30/2024

Show Historical Records

Figure 160: Select Period

Note: Upon clicking the Show Historical Records option, it lists all the tasks awaiting your action.
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7.4.3. Completing a Pending Task
Steps
1. In Masterworks, click ® . The My Tasks page is displayed.

The list of projects awaiting your actions is displayed.

iy wome | 4?5
Ao
My Tasks B X
@, search by Froject or Ferm x Y
You howe ! tasks fram last { days Lost updated ot 2:32 PM
SIT - Black Mounlein Ruad o -
Taday
Submittal ID: SUB-6982AF24C000004-0008
Submitted with Discussion 602 AM

Submittal « Shew Dol

Figure 161: My Tasks

2. Inthe MY TASKS page, click and expand the appropriate project. The list of records awaiting your
actions is displayed.

3. Toview additional workflow notes and form details of a record, click Show Details.

My Tasks 8 X
Q. Search by Project or Form X Y
You have 1 tasks from last 1 days Lost updated at 5:47 PM C
SIT - Black Mountain Road -
Today

Submittal ID: SUB-6982AF24C000004-0008

Submitted with Discussicn 6:02 AM

Submitta| s Show Details

Figure 162: Show Details

4. To complete the workflow action of a record, corresponding to the appropriate record, click =« ,
and then click the action.

The record is opened in the appropriate form's page, and the Masterworks dialog box is displayed.
5. Click OK.

The workflow status of the record is updated, and the task is removed from the My Tasks page.
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7.4.4. Customizing My Tasks Notifications

Overview

In Masterworks, you can customize the list of projects for which you do not want to receive notifications.
You can access the & icon from anywhere in the application.

To customize the notifications displayed in the My Tasks page, perform the following steps:
Steps

1. In Masterworks, click & .
The My Tasks page is displayed.

e i wome | 4 & | 70
Adivin shrahon r
My Tasks @ X
@ search by Froject or Form x ‘Y

Vo newve 1 (e fre ferst 7 chaps Jot g

SIT - Blzck MournLein Ruad

Today

Submittal ID: SUB-6982AF24C000004-0008
Submitted with Discussion 6:02AM

Submillal & thaw etalls

Figure 163: My Tasks
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2. Inthe My Tasks page, click & .

The CUSTOMIZE NOTIFICATIONS page is displayed.

CUSTOMIZE NOTIFICATIONS

[m Save @ Close

PROJECTS INCLUDED TO RECEIVE NOTIFICATIONS

Introduction to Masterworks
Participant Guide

E Project Name Y | Project Code

0O

0O0O00OO0OO0OO0O0Oo

Picneer Mountians Scenic Eyway

Flk Creek Roar

Willow Creek Road

Halequin Bridge Detour

Benham Creek Bridge & FDR 25 North
Flowery Trail Road

Tillamook Aree Roads

FDR 4712, 4713 Unatilla NF
Minuteman Missile Ease Roads

Umpqua NF North Umpqua Area Roads

Alternatively,

MT FFH 73-1(3)
OR PFH 159-1(1)

OR PFH 109-1(4)

WA PRA-NOCA 10(5)
WA FS ERFO C6-22(8)
WA PFH 158-1(4)

OR ERFO 96-30(4)
WA 'S ERFO S6-241)
MT OMAD 18(30)

OR FS ERFO 87-15(1)

Figure 164: Customize Notifications

201 - 240 of 4,1¢

a. Inthe My Tasks page, click All Notifications at the bottom center of the page. The MY TASKS
list page is displayed.

b. Inthe MY TASKS list page, click Customize Notifications.

The CUSTOMIZE NOTIFICATIONS page displays a list of all projects that are included to
receive notifications.

3. Toremove the projects for which you do not want to receive notifications, select the appropriate

projects, click Remove, and then click OK.

The selected projects are removed from the list of receiving notifications.
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4. Optionally, to add the removed projects to the list of notifications, perform the following steps:
a. Click Add.
The Removed Project dialog box is displayed.

Removed Project X
0 selected of total 1,522
0O Project Name Y | Project Code T
D GLR, Norris to Golden Gate, Ph 1l WY PRAYCLL 10(19) a
D Midd e Fork Snoqualmie R ver Road WA PFH 29-1(1)
D Ezgle's Nest Corner at MP 67.5 AK PRA DENA 10(34)
D Deweyvi le Trailhead-Neck Lake Rd AK PFH £3(10)
D Sul Duc Valley Ruad, Phase 2 WA PRA OLYM 103(3)
D Suiattle River Road Emergency Repai WA FS ERFO 071-2017
D Jenny Creek Bridge AK PFH £0(3)
D Glacier Arez Roads Emergency Repar WA ERFO 07(1)20(141)
D Atlanta Road IDFFA82-1(1)
D Pavement Preservation Utah UT NPS PRES 15(1)
D ellowstone River Bridge WY NPS YELL 12(2)
D Pavement Preservation Colorado CO NP MULTI PMS(1)
D Ochoco Rangar Station Road OR FLAP CROOK 123(1)
D Oregon Caves | lighway (OR 46) Restoration OR FLAP DAT 46(1) v

gEoog - -

Figure 165: Removed Projects Dialog Box

b. Selectthe check box adjacent to the appropriate project names, and then click Select. The
selected projects are added to the list of receiving notifications.
5. Click Save.
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7.5. Viewing Inbox Notifications
Overview

Masterworks enables action stakeholders to receive email notifications of specific workflow stage
transitions. These email notifications are available in the Inbox of the users who are configured to receive
them. The delivery of notifications is configured in the associated workflow.

Steps

1. Inthe module menu, click Home.
The Enterprise Dashboard is displayed.

HOME ENTERPRISE DASHEOARD

Q, “ype o Search K w A [Tg SelectDashbozrd: Project Dashboard v Mode: Yiew v 41New _{ Edit Tl Delete %} SetAs Default
7 Nolficativns (16)
= = [nterprise Search

n cf 1 @~ =
FROJECTS BY % COMPLETE

L
Ltt = Document Search
@. 7 Tunc Managemenl
m Renorr Gallary
= Ad-hac fepors
m Ad-HooUnilI'rice Seerch Resull

® Ad-lne Unit Price Sezrch

[ Racent Projects
PROJECTS BY % COMPLETE

Figure 166: Enterprise Dashboard

2. Inthe navigation pane, expand Notifications, and then click Inbox.

HOME ENTERPRISE DASHROARD

ype 1o Search ¥ W A [i] select Dashboard: Praject Dashnaard | Mode: View v £l New _FEdit Tl Delete

Q
™1 Nedticaticns (17)
Report Viewer A

=
1 uf 1 m- =

5 Frierprise Search

PROJECTS BY % COMPLETE

Dacument Search

# B

Fund Management

Repart Gallary

Ad-hoc Reports

Ar-Hoe Unit Price Search Result

Ad Hee Unit Price Scarch

Rerent Projects

PROJECTS BY % COMPLETE

Figure 167: Inbox

Note: The number of notifications you have received is displayed adjacent to the Inbox label in the
navigation pane.
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3. Toview a notification, select the appropriate notification, and then click View.

INBOX
@l vekere Y
D Form Project Code Project Name Subject Assigned Date

MMvrdd| B @
Y

~ Form Name: Enterprise

v Enterprise Module

Enterprise : Submittal:SUB-Cantract 1... 06/1B/2024 B:03 AM
[C] Enterprise Submittal:SUB-Contract 1... 06/18/2024 7:58 AM
[C] Enterprise Submittal:SUB-Contract 1... 06/18/2024 7.55 AM
|:| Enterprise Engineer’s Estimate: EE-0... 06/17/2024 3:25 AM
D Entergrise Engineer's Estimate: EE-0... 06/12/2024 7:06 AM
D Enterprise Engineer's Estimate: EE-0... 06/12/20245:15AM  w

nEJu Page 1 of 1
Figure 168: View Inbox

4. To delete a notification, select the appropriate notification, and then click Delete.

7.6. Using the Ad-Hoc Unit Price Search

Overview

The Ad-Hoc Unit Price Search feature enables you to quickly determine the unit price of any pay item
based on historic data. This feature enables consultants and other designers to prepare engineer's
estimates for work orders that are not tracked under a project in Masterworks.

Steps

1. Inthe module menu, click Home.
The ENTERPRISE DASHBOARD page is displayed.

HOME ENTERFRISE DASHEOARD
Q, Tyne o Search X W A [Tg selectDashbozrd: projest Dashhoard ~| Maode: View v 4INew _§ Edit il Delete &} SetAsDefault
P Notieations (16)
E: u [nerprise Search
1 ef 1 My =

= Document Search

PROJECTS BY % COMPLETE

o
@ F= Tunz Management

u Reoorr Callary

= Ad-hor Reports

m Ad-Hoc Unil I'rice Search Resull

m Ad-llac Unit Price Search

[ Rocent Projects
PROJECTS BY % COMPLETE

Figure 169: Enterprise Dashboard

115



Federal Highway
Administration

Introduction to Masterworks

Participant Guide

2. Inthe navigation pane, click Ad-Hoc Unit Price Search.

HOME
Type Lo Search X v A
Rotificar ons (17)
Enilerprise Search
u CDocument Search
Fund Managemant
u leporl Sallery
oc Repurls

n Ad-

u Ad- lac Unir Frice Search Result

= Ad HooUnitPrice search

T~ Recent Projects

ENTERPRISE DASHEOARD

[F5 select Dashboard: | ™rgject Dashboard | Mode: View «  fiMew _FEdit [T Delete ¥} SetAs Default

Report Viewer

@D~ =

PRCJECTS BY % COMPLETE

Figure 170: Navigation to Ad-hoc Unit Price Search Form

The UNIT PRICE SEARCH page is displayed.

UNIT PRICE SEARCH

Q, search L2 Reset [} export [ saveResults
SEARCH CRITERIA Hide ~ 4
@ e
(@) Search In All Projects () Search In Specific Project
Contractor : Scloct
standard Items Table @ H14 A Pay Item Description : a
v,
Measurement System :  US Customary A &
Pay Item No : unie
State :  Select Density : Selsct
Schedule Construction Type :  Solect Partner Agency : Scloct
Standard Items Table :  Sclecl Terrain @ Seloct
Schedule Letter :  Sclecl Supplemental Description : a
v,
Inflation Index @ | Nonc v -
Bid Status : Awardec: Not Awarded ~
Quantity between : and
Item Quantity : d
4 »

Figure 171: Unit Price Search

3. To define the search criteria, provide the appropriate information in the fields, as described in the

following table.

Field Name

Description

Search In All
Projects or
Search in Specific
Project

Click any of the following options, as applicable:
o Search In All Projects: To search unit price data in estimates and
bids across all the projects in the application.
e Searchin Specific Project: To search unit price data in estimates
and bids from a specific project.
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Field Name Description
Project Code Note: This field is displayed only if the Search in Specific Project option is
selected.
From the multi-select drop-down list, select the appropriate FLH project
numbers.
Available options are active and inactive projects with data privacy as Public
to which the user is invited.
To enable the search activity, it is mandatory to select at least one project.
Contractor From the multi-select drop-down list, select the appropriate contractors.

Alternatively, enter the name of the contractor, and then from the list of
contractors, click the appropriate contractor.

Available options are active contractors defined in the

Contractor Details catalog of the library.

If the field is empty, then Masterworks searches for all bids of all contractors.

Standard Items
Table

By default, the latest standard items table defined in the

Standard Items Table library catalog is displayed. Optionally, from the drop-
down list, select the appropriate standard items table.

Available options are standard item tables defined in the

Standard Items Table catalog of the library.

Measurement
System

By default, US Customary is displayed.

Optionally, from the drop-down list, select the appropriate measurement
system.

Available options are measurement systems defined in the Measurement
Systems catalog of the library.

Pay Item No

To select a pay item number, perform the following steps:
1. Click
The Pay Item No dialog box is displayed.
Available options are standard items defined in the selected standard
items table that is defined in the Standard Items Table catalog of the
library.
2. Select the appropriate pay item.
Note: Based on the selection of the Pay Item No, the value of the Pay
Item Description and Unit fields are displayed.

4. To define the filter criteria, provide the appropriate information in the fields, as described in the

following table:

Field Name Description

State From the multi-select drop-down list, select the appropriate states.
Available options are active states or territories defined in the
State/Territory catalog of the library.

Schedule From the multi-select drop-down list, select the appropriate schedule

Construction Type | construction types. Available options are schedule construction types
defined in the Schedule Construction Type catalog of the library.
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Field Name

Description

Standard ltems
Table

From the multi-select drop-down list, select the appropriate standard items
tables. Available options are standard item tables defined in the
Standard Items Table catalog of the library.

Schedule Letter

From the multi-select drop-down list, select the appropriate schedule
letters. Available options are letters from Ato Z.

Inflation Index

From the drop-down list, select the appropriate inflation index.

Available options are the construction inflation indices defined in the
Construction Inflation Indices catalog of the library.

Based on the selected inflation index, Masterworks automatically calculates
the inflation percentage (%) that is displayed for the appropriate records in
the Search Results section.

Inflation % is calculated as: (Inflation Rate for the latest year — Inflation Rate
for the year of the Award Date) + Inflation Rate for the year of the Award Date

Bid Status From the multi-select drop-down list, select the appropriate bid status or
modify the default selection.
Available options are Awarded, Not Awarded, Engineer's Estimate, and
Cancelled.
If Engineer's Estimate is selected, then the search result displays the
engineer's estimates in the Final Estimate workflow status, and the award
date of the bid in that project is used to calculate the inflation.
Note: It is not recommended to use the Engineer's Estimate Unit prices to
develop a Suggested Unit Price.

Density From the multi-select drop-down list, select the appropriate densities.
Available options are active densities defined in the Density
catalog of the library.

Partner Agency From the multi-select drop-down list, select the appropriate partner
agencies.
Available options are active partner agencies defined in the
Partner Agency catalog of the library.

Terrain From the multi-select drop-down list, select the appropriate terrains.

Available options are active terrains defined in the Terrain
catalog of the library.

Supplemental
Description

Enter any additional description specific to the pay item.

Quantity between

Enter the range of quantity in the consecutive two numeric fields.
Note: The entered numbers must be greater than 0.

Based on the numbers entered in the two numeric fields, the search result
displays only those records where item quantity is within this range.

Bid Status

If the item quantity is converted from a different spec book or measurement
system, then the converted quantity must be within the same range.

I[tem Quantity

Enter the appropriate quantity of the item being searched.
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5. To define the additional filter criteria, in the BID DATE section, provide the appropriate information
in the fields, as described in the following table:

Field Name Description

Award Date From From the drop-down list, select the appropriate award date from which the
search result must be displayed.

Award Date To From the drop-down list, select the appropriate award date until which the
search result must be displayed.

The Search Based On field displays Pay Item No.
6. Click Search.
The SEARCH RESULTS section displays the following information:

Note: The search results are also sorted and displayed based on the following:
e Bid award date in descending order
e Schedules in ascending order of schedule names

e Bid status
Field Name Description
Records Selected | The number of records selected from the search results.
Lowin $ The lowest unit price from the selected records.
Highin $ The highest unit price from the selected records.
Suggested Unit The suggested unit price calculated based on the regression analysis for the
Price item.
Average Unit Price | The average unit price calculated from the selected records.
in$

The dynamic grid displays the information based on the defined search criteria.

7. To generate suggested unit price for the pay items, click the check boxes for the appropriate
records, and then click Generate Suggested Price.

8. Toview the pay items trend chart that displays the price to quantity graph, click Graph.

9. Optionally, perform any of the following steps, as applicable:

e To copy search results to an Excel workbook, click Export.

e Toreset the search criteria, click Reset.
Note: The Standard Items Table and Measurement System values are retained.

10. To save the search results, click Save Results.

The search results are saved as arecord in the Ad-Hoc Unit Price Search Result form. For more
information, refer to Accessing the Ad-Hoc Unit Price Search Result.
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11. Click Back to return to the ENTERPRISE DASHBOARD page.

7.7. Accessing the Ad-Hoc Unit Price Search Result

Overview

The Ad-Hoc Unit Price Search Result contains the log of the saved ad-hoc unit price search results
listed under the User's Username. Only the most recent Ad-Hoc Unit Price Search result by a specific
user will be saved.

It contains all the information provided in the Ad-Hoc Unit Price Search page while searching for the unit
price of the required item.

The Ad-Hoc Unit Price Search Result form has the information saved in the following sections:

e [tem Details

e Search Criteria
e BidDate

e Search Results

Steps

1. Inthe module menu, click Home.
The ENTERPRISE DASHBOARD page is displayed.

HOME ENTERPRISE DASHEDARD

Q, Tyne o Search X w A [T] select Dashbozrd: Projsct Dashhoard ~| Maode: View v 4)New _f Edit [il Delste &} SetAsDefault
= Notfeations (16)
= u [nuerprise Search
[& 1 of 1 M =
tll.[ = Document Search
- PROJECTS BY % COMPLETE
@ = Tunz Managemenl

u Reoorr Callary

= Ad-hor Reports

m Ad-HocUnil I'rice Search Resull
m Ad-llac Unit Price Search

[ Rocent Projects

PROJECTS BY % COMPLETE

Figure 172: Enterprise Dashboard Page
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2. Inthe navigation pane, click Ad-Hoc Unit Price Search Result.

HOME ENTERPRISE DASHBOARD
pe Lo Search X w A [y select Dashboard: | 7o ect Dashboard ~ | Mode: View «  fINew _FEdit i Delete €% Set As Default

Netificarions (17)

Report Viewer
1 ul i M~ =
PRCJECTS BY % COMPLETE

= Enlerprise Search
u CDocument Search
Fund Managemant
u leporl Gallery

u Ad-hoc Reporls

| u Ad- lac Unir Frice Search Result

The

= Ad HooUnitPrice search

T~ Recent Projects

Figure 173: Navigation to Ad-Hoc Unit Price Search Result Form

AD-HOC UNIT PRICE SEARCH RESULT list page is displayed.

AD-HOC UNIT PRICE SEARCH RESULT

0

B ocoooooooooao

Customize List Y

User Name

Tavleen

Heidi_LeadDesigner

Lahoucine Administrator
Lahoucine Designer

Heidi Administrator
Angela_LeadDesigner

Lahoucine LeadDesigner
Lahoucine DesignComponentLead
Rahul admin

shadkhan

Deepa

00D e

Figure 174: List Page of Ad-Hoc Unit Price Search Result
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3. Toview the details of the result, select the appropriate result and click View.

AD-HOC UNIT PRICE SEARCH RESULT

@ View

[#] Rreports ~

0

8 O

ooOoo0O000o0o0oada

User Name

Tavleen

Heidi_LeadDesigner
Lahoucine_Administrator
Lahoucine_Designer
Heidi_Administrator
Angela_LeadDesigner
Lahoucine_LeadDesigner
Lahoucine_DesignComponentLead
Rahul_admin

shadkhan

Deepa

<] <G> |~

Figure 175: Selecting the Record to View
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The AD-HOC UNIT PRICE SEARCH RESULT details page is displayed.

Note: By default, the latest search results are displayed.

AD-HOC UNIT PRICE SEARCH RESULT

Introduction to Masterworks
Participant Guide

®) Cance + ¥
ITEM DETAILS a
Standard Items Table : 112 Description @ 501 FIOSICON (TN RO 5111 Unit @ (M1
Measurement System U5 Customary FENGE
Payltem No @ 157060700
SEARCH CRITERIA
Search Based On i SearchIn Al Prejects Schedule Construction Type : supplemental Description
Contractor * Density Schedule Letter
State : Terrain : Inflation Index ; Nono
Partner Agency : Item Quantity : 300 Bid Status © Awardod, Mot Awiarded
Standard items Table @+ 17 QuantityTe : 0
Quantity From : ¢
BID DATE
Search Based On ! Payltem No Award Date From * Award Dato To ¢ 05/33/202%
SEARCH RESULTS
Records Selected @ 2 Highin$ : 244.00
Lowin$ : 1500 average Unit Price in § © 16000
Suggested Unit Price © 5004/ v
4 ]

Figure 176: Ad-Hoc Unit Price Search Details Page

4. Toview the previous or next unit price search results, click +-.

7.8. Accessing Recent Projects and Forms

Overview

In the Home and Projects modules, you can quickly access the projects and forms that are recently
visited.

Note: Recent projects are not displayed to the users on their first login.
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Steps

1. To access the recently visited projects from the Home module, perform the following steps:
a. Inthe module menu, click Home.
b. Inthe navigation pane, expand Recent Projects, and then click the appropriate project.

HOME ENTERPRISE DASHBOARD

Q, Type tw Search X v A v~ Mode: Visw ~|  flNew _g edit T Delete

B-

I - = Emerprise Search

[Ty select Dashboard:  Project Dashboard

[ ati B~ =
PROJECTS BY % COMPLETE

Notificatiens (17) -

QE[ = Documenr Search
@ [ Fund Management
= Reporl Gallery
= Ad-hoc Reports
= Ad-Hoc Unit Price Search Resull
= Ad-Hoc Unit Price Search

™7 Recene Projects

= SIT- CAERFO FS ISPDR 2023

® SIT- CAERFOQ FS LSPDR 2023..
Figure 177: Recent Projects - Home Module
Note: From the Home module, you cannot access the recently used forms.

2. To access the recently visited projects from the Projects module, perform the following steps:
a. Inthe module menu, click Projects. The PROJECTS list page is displayed.
b. Inthe navigation pane, expand the Recent Projects drop-down list, and then select the
appropriate project, as shown in the following figure:

PROJECTS PROJECTS
Q, Type to Search * WA 4 new F workiow ~ fp Manageusers [ MarkOffiinesoniine € More =
'(;] sl . B Project code Project Mame Project Descriptian Business Unit Praject Status
Selecl Projec -
T T T hi
E |A Recent Projects - . . . l
SIT - CA ERFO FS LSPDR 2023-1{10} SIT - Black Mountain R.. ERFO spot repairs incl..  Central Federallands  Design
Rl SIT MT NPS GLAC 14{4) & MT NPS

@ GLACIER 14{1) - RKR{10)

SIT - CA ERFO FS LSPDR 2023-1(1}

SIT - CA ERFO FS LSPDR Z023-1(1}
4]

SIT MT NPS GLAC 14{4) & MT NP5 GLACIER ..
SIT MT NPS GLAC 14(4) & MT NP3 GLACIER ..
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ...

SIT MT NP3 GLAC 14(4) & MT NPS GLACIER ...

Rehabilitate Many Cla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...

Rehabilitate Many Gla...

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12 ...

Western Federal Lands

Western Federsl Lands

Western Federzl Lands

Western Federal Lands

Construction

Construction

Canstruction

Construction

Figure 178: Recent Projects

A list of the 10 most recently accessed projects is displayed. The selected project's folder
is displayed in the General tab.

c. Optionally, click All Projects from the drop-down list to navigate to the PROJECTS list
page.

3. Inthe Projects module, to view the list of the recently viewed forms, perform the following steps:
a. Inthe project navigation pane, click the Quick Access tab, and then expand the Most
Viewed Forms folder.
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A list of the 15 most recently accessed forms is displayed.
b. Click the appropriate form.

The list page of the form is displayed.
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8. Reports and Dashboards

A reportin Masterworks enables you to view the information in an organized format. Reports are
accessible based on the permissions assigned to you.

In Masterworks, you can access the reports through:

e Report Gallery - It lists all the pre-configured reports for every module.

e List Page Reports — It displays a list of records for a particular form.

e Detailed Report—It displays details for a particular record on the list page.

e Ad-hoc Reports — Masterworks enables you to create customized reports using Ad-hoc reports.

Dashboard provides a bird's eye view of individual/overall project-related data. You can view pre-
configured dashboards available in the application.

Pre-configured dashboards are available in the following modules:

e Enterprise (Home)
e Projects
e Contracts

When the respective modules are clicked, the corresponding dashboards are displayed.
8.1. Accessing Pre-configured Reports
Overview

Pre-configured reports are available on every list page and include the list page report and the details
report.

The following procedure describes the steps to access the Global Fund List form reports as an example:
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Steps

1. Inthe module menu, click Home.
The ENTERPRISE DASHBOARD page is displayed.

HOME ENTERPRISE DASHEOARD
Q, “ype o Search K w A [Tf selectDashbozrd: Project Dashboard v Mode: Yiew v 41New _¢ Edit Tl Delete &} SetAs Default
7 Nolficativns (16)
E‘t = [nterprise Search
n cf 1 @~ =

Document Search

FROJECTS BY % COMPLETE

[ Tung Management

101
&

Ranors Galley

ad-hac Reports

Ad-Hoc Unil 'rice Seerch lesull

Ard-Hae Unit Price Sezarch

[ RecentProjects

PROJECTS BY % COMPLETE

Figure 179: Enterprise Dashboard

2. Inthe navigation pane, expand Fund Management, and then click Global Fund List.
The GLOBAL FUND LIST page is displayed.

HOME GLOBAL FUND LIST
Q, Type 1o Search X W A  FlnNew [F workllow =  [&] Reports ~+ E}t Excel mport/Export ~ () More ~ T
I Molificalions (17) O @ Fundsourcein Fund Scurce Name Fund Source Code Fund Type Is Active Created Date
.
]:1 = [nierprise Search O vty B
O GFL-35 Clos €los ¢l 1041072023 -
mﬂ = Document Search
GFL-34 Cio4 clod cl 1041072023
@ ™ Fund ldenagement O
GFL-33 CIo3 €03 al 101072023
= Global Fund List D
- O GFL-32 cioz cio2 al 10/10/2023
® Report Gallery
GFL-31 cm ciol a 10092023
u Ad-har Repors o
GFL-30 coNO2 coNoZ coN 08/18/2023
® Ad-Hoe Unid Price Search Resull 9 D
GFL-23 CON1 CON1 CON 08/18/2023
® Ad-Hoc Unil Price Search D
GFL-28 coNens CONDO3 coN 08/18/2023
[ Recert Projects ]
O GFL-27 coN coN CON 08/18/2023
O GFL-26 CEAD1 CEAQT CEA, 06/15/2025
O GFL-25 CE0S CEOS CE 06/15/2023
O GFL-24 CE04 CE0q CE 06/15/2023
O GFL-23 CE03 CE3 CE 06/15/2023

»

4
> Qe - 3 Poge 1072

Figure 180: List Page of Global Fund List
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3. Perform either of the following steps, as applicable:

e To generate the list page report, click Reports, and then click List Page Report.
GLOBAL FUND LIST

.|r.:| New n@ Workflow - EI Reports » E‘if Excel Import / Export ~ @ More ~

|:| y Fund Source ID Fund Source Code Fund Type
El- List Page Report
. M
|:| GFL-35 Clos Cios cl
O GFL-34 Clo4 Cio4 Cl
|:| GFL-33 cio3 cio3 cl

Figure 181: List Page Report

e To generate the details report, select the appropriate record, click Reports, and then click Details
Report.

GLOBAL FUND LIST

Edit @ View ]liT Delete Eﬂ Waoarkflow ~ < Reports ~ @_‘l Mail Merge ~ @ More -

7
l:l g Fund Source ID Fund Source Name Fund Type
E!- Details Report

—

-

GFL-35 . Clos Clos cl

D GFL-34 Clo4 Clo4 Cl

Figure 182: Details Page Report

8.2 Generating Enterprise Reports

Prerequisites
You are invited to the projects with the roles that have access permissions to the report.
Overview

Based on the permissions assigned to you, you can generate various enterprise level reports that
comprise information based on the roles assigned to you, and the various projects to which you are
invited. You can view selected information using filters and generate reports in multiple report formats.
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Steps

1. Inthe module menu, click Home.
The Enterprise Dashboard page is displayed.

HOME ENTERPRISE DASHEOARD
Q, “ype o Search K w A [Tf selectDashbozrd: Project Dashboard v Mode: Yiew v 41New _¢ Edit Tl Delete &} SetAs Default
. 7 Molficalivms (16)
= [nterprise Search
L of 1 @~ =
Ltt = Document Search
= FROJECTS BY % COMPLETE
@. = Tune Manazement
= Resarr Gallery
= Ad-hor Aspars
m Ad-Hoc Uil 'rice Seereh ltesull
u Ad-lac Unit Price Seareh
[ RecentProjects
PROJECTS BY % COMPLETE

Figure 183: Enterprise Dashboard

2. Inthe navigation pane, click Report Gallery.
The REPORT GALLERY page is displayed.

HOME REPORT GALLERY

Qi % v
- [~ Notifications (17) v General

= Enterprise Search Mobile Sync Report

® Document Search

DIHE
&

[~ Fund Management

Report Gallery

Ad-hoc Reports

Ad-Hoc Unit Price Search Result

Ad-Hoc Unit Price Search

[~ Recent Projects

Figure 184: Enterprise Report Gallery
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3. Inthe REPORT GALLERY page, double-click the Mobile Sync Report.

MOBILE 5YNC REPORT

@ Back D] Subscribe

Start Date 01/01/2023

Show sborted Syncs @ rue O Falee

i
(B [nc Date  C7/05/2024

Gl

Introduction to Masterworks

Participant Guide

1 of 1 Find |Mest  [Qlw £ o
MOBILE SYNC REPORT
Date User Start End Time |Duration |Is Sync Status |No Of APl Name Message Details
MName Time Aborted? Errors

Generaled on: 07/01/2024 12:28 PM

[Timezone: (UTC-05:00) Eastern Time (US & Canada)]

Figure 185: Mobile Sync Report

4. Select the filter criteria to generate the report.

5. Click View Report. The Mobile Sync Report is generated and displayed.

8.3. Standard Report Functions

Generaled by :
Page 1of 1

Performing all report-related activities is similar in procedure throughout the application. All tasks that
you can perform are based on the roles assigned to you in a project and the permissions granted to the

roles.

For information on roles, refer to Security Roles in the A02 Administrator Guide. The standard report
functions include the following:

e Generating and Viewing Reports

8.3.1. Generating a report

8.3.2. Printing a report

8.3.3. Saving a report in various formats

o O O O

8.3.4. Updating report to view the latest information

e 8.3.5. Subscribing to a report

8.3.1. Generating a Report

Overview

You can generate various reports that comprise information based on the roles assigned to you and the
various projects to which you are invited.

For a few reports, you can use the filter criteria to provide information for the relevant fields and generate

the reports.
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The Project Fund List form is used for illustration purposes.
Steps
Perform any of the following steps, as applicable:
1. Inthe form list page, click Reports, and then click the appropriate report.

PROJECT FUND LIST

4+ New [ workflow v | [£] reports * | Bt Excelexport ¥ (&) More ~

D g Project Fund ID Fund Source Code

[#. List Page Report

O PFL-2 CONO2 CONO2

Figure 186: Using Reports Option

e Inthe project navigation pane, click Project Report Gallery, and then double-click the
appropriate report.

PROJECTS PROJECT REPORT GALLERY

Qg x v A

1 st ocacrrorsLeopR2022.101] + 7 CEE D HEEE

E General Awarded Bid Schedule Report

A = sIT- A ERFO FS LSPDR 2025-1(1) Bid Analysis Report
@. + Documents Bid Schedule Report

® Docurment Search Bid Tabulation Report

| = Project Report Gallery Qbligation Tabulation Report

= Pro ot Calendar
— Fund Management

= Pregject Fund List

= Project Fund Transaclion
= Funding Rules
+ Bid Estimate Information
=+ Bidding

=+ Contracts

Figure 187: Project Report Gallery Navigation Page
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e Inthe project navigation pane, expand the contract folder, click Contract Report Gallery, and
then double-click the appropriate report.

PROJECTS CONTRACT REPORT GALLERY
1 se.carmrorsiseonzozagy | - Y ChangeOrders
General Change Order By Dale Repart

[ ) ) *  \ contract Modifications
=+ Cenligurations

@' ®m Centract lkems €M Affected Pay Item Report
+ Prograss Tracking Contract Modification Report
+ gillings & Payments ~ General(Contract dashboards)

Contract Modifications Contract Summary Report

Submittals Grand pay item summary report

Centract Report Gallery o e

=+ Subcontract
Government Receiving Report

Centract Closeout Status
Pay Mote Report

= Claims

Pay Mote Summary Report
m Freecom of Informarion ..

Progress Payment Report
= Request for Equitable A
Progress Payment Repart(Contractar's Version)

CDR NAVIGATION PAGE
> Progress Payment Schedule Summary Report
IDR NAVIGATION PAGE

Figure 188: Contract Report Gallery Navigation Page

2. Iffiltering options are necessary, select the appropriate information in the relevant fields, and then
click View Report.

LIST PAGE REPORT

@ Back B Subscribe

Include Pending on Users and Rales  No w
==
4|1 of 1 p P : Fnd | Next  [Qlw 4 fgh
&
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remaining
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount (%) Amount (3
Name Code Category
PFL-1 CONOQ1 |CONO01T |CON |FLAP This project 1516043 0.00 0.00 Q.00
fund list for |027201.5
fund source 40.CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 |CONO2- |0.00 0.00 Q.00 v
«{ »

Figure 189: Using View Report Option

The report is generated and displayed.

132



Federal Highway Introduction to Masterworks
Administration Participant Guide

8.3.2. Printing a Report
Steps

1. Generate the required report.

For more information, refer to Section 8.3.1. Generating a Report.

2. Inthereporttoolbar, click Print Report.

LIST PAGE REPORT

@ Back g Subscribe

Includa Pending on Users and Rales N ~
View Report
1 of 1 Find | Next  [Qlw {',

»

PROJECT FUND LIST - LIST REPORT

Project |Fund Fund Fund |Fund Fund Account |Account |Authorized |Expended Remaining

FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount (%) Amount (3
Name Code Category

PFL-1 CONO1 |CONOT |CON  |FLAP This project | 1516043 0.00 0.0C 0.00

fund list for |027201.5
fund source|40.CN.V7
category 00.04.16

FLAP. 0400000

0.25255
PFL-2 CONO02 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v
x.________________ 3

Figure 190: Using Print Report Option

8.3.3.Saving a Report
Steps

1. Generate the required report.

For more information, refer to Section 8.3.1. Generating a Report.

2. Inthe reporttoolbar, click Export, and then click the required option.
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PROJECT STATUS REPORT

@ Back @ Subscribe

Repert Version ‘ Active Projects v | Percent Complete Greater Than |9(] |

Positive § Value Difference ‘ 100000 | Negative § Value Difference | 100000 |

Al Jorrdl B | e JB vl g
'ﬂ Excel
PDF

CSV (comma delimited)

Figure 191: Exporting a Report
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8.3.4. Viewing Latest Information in a Report

Steps

1. Generate the required report. For more information, refer to Section 8.3.1. Generating a Report.

2. Inthe reporttoolbar, click Refresh \Z .

LIST PAGE REPORT

@ Back @g Subscribe

Includa Pending on Users and Roles | Mo b

e Find | Next [a' v
ry
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Autheorized |Expended Remaining
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |Amount ($) Amount (4
Name Code Category
PFL-1 CONQC1 |CONO1 |CON |FLAP This project 1516043 Q.00 0.00 0.00
fund list for |027201.5
fund source [ 40,CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v
ek ] 3

Figure 192: Using Refresh Option

8.3.5. Subscribing to Reports

Prerequisites

e You must have access to the report.

e The logged-in user is assigned with the permission to generate the report.
Overview

You can subscribe to reports, and subscribed reports are delivered to the specified email addresses or
saved in the specified file location. You can configure subscriptions so that the reports are delivered
periodically in the specified format.

Additionally, you can create multiple subscriptions for a single report with varied subscription options.
You can subscribe to a report using any of the following methods:

e Email: The reportis delivered through email to the specified email addresses in the specified
formats.

Note: Only Masterworks registered email address is allowed to receive the subscribed reports.
e File Share: The reports are saved to the specified location in the specified formats.
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Note: Users with the appropriate permission can subscribe themselves or others to a report. Only users
with the Administrator role can remove or end an active subscription once it is created.

Steps

1. Open a report, and then click & Subscribe

BID ANALYSIS REPORT

@ Back Q Subscribe

Bidder: Missouri River Contractors, LLC ~ Minimum Deviation % :

Maximum Deviation % :

View Report

Figure 193: Subscribing a Report

The subscription dialog box is displayed.

SIT Testing Build- FHWA eDelivery X

Delivery Option Schedule Details

Please select the delivery option

@ E-Mail O Windows File Share

To *:
Cc
Bcc
(Use (;) to separate multiple e-mail addresses.)
Reply-To
Subject =
Priority : Normal v
Comment -
lnclude Report
lnclude Link
Report Format : PDF v

Start Date : (7-27-2023

Enable schedulestop : [ | v

Figure 194: Subscription Dialog Box

Note: To subscribe to a report, you must fill the fields with red asterisks.
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In the Please select the delivery option section, perform either of the following steps, as

applicable:

Click E-Mail to receive the report through email.

Click Windows File Share to save the report to the specified location.

Based on the delivery option selected, perform the following steps:

Email

Windows File Share

a.

In the To box, enter the email
addresses of the recipients of the
report.

In the Reply-To box, enter the
email addresses of the recipients
to whom the reply email must be
delivered.

In the Subject box, enter the
name of the report or any other
appropriate subject for the email.

. From the Priority drop-down list,

select the priority of the email. If
the selected priority is High, the
email will be sent as a High Priority
notification.

In the Comment box, enter any
comment for the email.
Comments are included in the
body of the email.

Select the Include Report check
box to deliver the reportin the
selected format as an email
attachment.

Select the Include Link check box
to deliver the link to the reportin
the report delivery email. The
recipient can view the report on
the application only if the recipient
has the required permissions on
the report.

From the Report Format drop-
down list, select the format in
which the report must be
generated and delivered to the
specified email addresses.

a.

In the File Name box, enter the file name for the
report.

Select the Add a file extension when the file is
created check box to save the report file name with
the extension of the file format as required for the
report.

In the Path box, enter the path of the shared file
location where the report must be saved.

Note: To configure the shared file location in the
application, you must provide the file path location to the
Administrator.

d.

From the Report Format drop-down list, select the
format in which the report must be generated and
saved.

In the Credentials used to access the file share

section, enter the credentials to access the shared

location and save the report.

From the Overwrite options section, click any of the

following options:

e Overwrite an existing file with a newer version-
When saving the report at the file location at the
scheduled time, if a file with the same name
exists, then the existing file is overwritten by the
latest report.

e Do not overwrite the file if a previous version
exists- When saving the report at the file location
at the scheduled time, if a file with the same name
exists, then the report is not overwritten by the
latest report, and the reportis not saved at the file
location.

e Increment file names as newer versions are
added- When saving the report at the file location
at the scheduled time, if a file with the same name
exists, then the latest report is saved with the
same name appended with a sequential number.

From the Start Date list, click the date from when the

report must be saved.
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Email Windows File Share
i. From the Start Date list, click the h. Selectthe Stop this schedule on check box, and
date from when the report must be then select the date up to when the report must be
delivered. saved at the file location.

j- Selectthe Stop this schedule on
check box, and then select the
date until when the report must be
delivered.

4. To set the frequency of report delivery, click the Schedule Details tab.

SIT Testing Build- FHWA eDelivery X

Delivery Option Schedule Details

':::’ Hourly Runs only once
(O paily start time (hh:mm) :
._:‘y Weekly

() Monthly

(§7 Once

Figure 195: Schedule Details Tab

5. From the delivery frequency options, click the appropriate option:

Option Description Steps
Hourly The report is delivered every a. Click Hourly in the delivery options list.
preset number of hours. b. Inthe Runthe schedule every section,

enter the frequency of report delivery:

i. Inthe hours and minutes boxes,
enter the time period in hours and
minutes the report must be
periodically delivered.

ii. In the Start time (hh:mm) box, enter
the time (in 24-hour format) the
report delivery must begin.

Daily The report is delivered once a. Click Daily in the delivery options list.
on preset days, or periodically | b. Inthe schedule definition section, enter
as defined. the frequency of report delivery:

e Click Every Weekday to get the
report delivered on all weekdays,
from Monday to Friday.

e Click Repeat after this number of
days, and then, then in the box, enter
the number of days to get the report
delivered periodically once every
specified number of days.
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Option Description Steps

e Inthe Start time (hh:mm) box, enter
the time (in 24-hour format) the
report must be delivered.

Weekly The report is delivered every a. Click Weekly in the delivery options list.
preset number of weeks on b. Click Repeat after this number of
preset days of the week. weeks, and then in the box, enter the

number of weeks to get the report
delivered periodically once every
specified number of weeks.

c. Inthe On day(s) section, select the days
on which the report must be delivered.

d. Inthe Start time (hh:mm) box, enter the
time (in 24-hour format) the report must
be delivered.

Monthly The report is delivered a. Click Monthly in the delivery options list.
monthly on b. Selectthe months when the report must
preset days of a selected be delivered.
week. c. Click one of the following options to

schedule the delivery of the report:
e Onweek of the month

i. From the list of weeks, select the
week the report must be delivered.
ii. Inthe On day(s) section, selectthe
days the report must be delivered in
the week previously selected.
e On Calendar day(s)

= Inthe box, enter the number of days
of the month the report must be
delivered, starting from the current
day. For example, if the current day is
the 12" of a month, and the calendar
days setis 10, then the reportis sent
for 10 days from the 12th of every
selected month.

d. Inthe Start time (hh:mm) box, enter the
time (in 24-hour format) by when the
report must be delivered.

139



Federal Highway Introduction to Masterworks
Administration Participant Guide

8.4. Accessing Pre-configured Dashboards
Pre-configured dashboards are available in the following modules:
e Home

e Projects
e Contracts

To access dashboards in the Home module, perform the following steps:

1. Inthe module menu, click Home.
The ENTERPRISE DASHBOARD page is displayed.
2. From the Select Dashboard drop-down list, select the appropriate dashboard to view.

HOME ENTERP RISE DASHBOARD
Q Typeto Search X| v A |m Select Dashboard: Froject Dashbeard ~ | Mode: View v {1New _FEdit Tl Delete
[ Nerifications (17)
Repoart Viewer -

Enterprice Szarch N
[g ° Locerorse Sear et me =
’—ﬂj = Dacument Search
- PROJECTS BY % COMPLETE
™71 Fund Managemant

@

= Global Func List

Reporl Gallary

Ad-hoc Reports

Ad-Hoc LInit Frice Search Result

Ad-Hoc Lnit Pric:

[ Recent Projects

PROJECTS BY % COMPLETE

Figure 196: Select Dashboard - Home Module
To access the dashboards of a project, perform the following steps:

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed

PROJECTS PROJECTS
Q. Iypeto search X W oA 4 New [ Workflow + [&] Reports ~ By ManageUsers  I'm Mark Offline/Online () More +
n O  ProjectCode Project Name Project Description Business Unit
J Selart Prajert -
.
4 Recent Projects

SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands

B 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 .. Western Federal Lands

@ All Frojects SIT MT NPS GLAC 14{4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionef12 .. Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

|

Figure 197: Projects List Page

2. Double-click the appropriate project.
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3. Fromthe Select Dashboard drop-down list, select the appropriate dashboard to view.

PROJECTS PROJECT DASHBOARD  PROJCCT DITAILS
Q, Typeto Scarch ¥ W o | E] Select Dashboard:| Consiruction Slatus Repor. | [Mode: view ~| P New _fEdic Tl Delete ¥} SetAsDefault

? \FO F5L570R 2022 S A
1 srocaerorsisnon 2o T e
E e
tontrack Dusiness Vicw Repert

Woikdlow | Aclive, Archived Finl, Archived Hisl[s) Dest el o Valucs -
U:ﬂ 7 SIT-CAERFD 7S LSPDR 2023-1{1) STEtUs: -
G} Projid "

Figure 198: Select Dashboard - Projects Module
To access the dashboards of a contract, perform the following steps:

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed

PROJECTS PROJECTS
Q lype to tearch X v oA .ﬂ Mew [ Workflow ~ @I Reports - Fb Manage Users g Mark Offline/Qnline @ Mare -
n 0  ProjectCode Project Name Project Description Business Unit
J Selart Prajert -
.
4 Recent Projects
SIT MT NPS GLAC 14(4) & MT NPS- Tast GL... Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands
A 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 .. Western Federal Lands
@ SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof1Z ... Western Federal Lands

All Projects

SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

Figure 199: Projects List Page

2. Double-click the appropriate project, and in the navigation pane, expand the project folder.
3. Inthe navigation pane, expand Contracts, and then click the contract. The CONTRACT
DASHBOARD page is displayed.
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4. Fromthe Select Dashboard drop-down list, select the appropriate dashboard to view.

PROJECTS CONTRACT DASHBOARD  (CIMIAATT D145
Q Iype o tearct X v A |m Select Dashboard: Contract Sumrany Dashboard ~ | Mode: Wiew v| fINew _FEdit T Delete & SetAs Defeull
f']‘ S -CAERIO 1S LEMDR 20243-1(1) - Raport Viewar
B ETLL PLL
i1 - :
u Funding Rulos CONTRACT SUMMARY DASHBOARD
@ + Bid Eslimate Inlurmalicr
. Ke Faciors |
Estimated To Date Amount s 2,497,028.56
- Conrracts Paid to Date $ 1,803,309.28
— Sl EARRHD S5 LSPDR 2. Retainages < 37,500.00
+ Dowments Total Current Authorized Construction Amount S 6,620,948.83
I Construction Probable Amount s 3,097,837.41
+ Confizurstions Deficit s (3,523,111.42)
w Contract Irems Total Current CE/CE-CI Expenditures < 0.00
- - Total Probable CE/CE-C| Expenditures s 0.00
— Progress Tracking
Current Days Used 278
u Contractor Daily 3zc... Percent Work Completed 80.61%
= Inspecler Daily Record Percent Time Used 58.47%
Total Claim Amount Paid ($) $0.00
® Dally Diary Total Claims Paid Past Closure of Contract {3) 50.00
® lahoriTquipment Total Subcontract Amount $323,000.00
Subcontract % of Contract 4.88%
= Work Activity lempla.
+ Billings & Payments
> m Contract Madifications -
Figure 200: Select Dashboard - Contracts
8.5. Dashboards

Dashboards provide a quick view of enterprise, project, and contract information that is configured to
your preferences. Dashboards are configurable both at the enterprise level and at the project level for
individual projects and associated contracts. There is no limit on the number of dashboards that you can
create and use.

Dashboard information is organized in various pre-defined layouts that are selectable. You can configure
dashboards in the various presentation layouts and add widgets to them. Web part zones are organized
based on the selected layout. Widgets are added to these web part zones that display relevant
information.

Information displayed in dashboards is based on the following criteria:

e Roles assigned to the user
e Projects to which the useris invited
e Contracts to which the useris invited

The following sections describe how to work with dashboards:

e 8.4. Accessing Pre-configured Dashboards
e 8.5.1. Configuring a Dashboard

e 8.5.2. Adding Widgets to a Dashboard

e 8.5.3. Customizing a Widget

e 8.5.4.Viewing a Dashboard
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e 8.5.5. Setting a Dashboard as the Default Dashboard
e 8.5.6. Modifying Dashboard Details
e 8.5.7. Deleting a Dashboard

8.5.1.Configuring a Dashboard

Overview

Configuring a dashboard involves first selecting the dashboard layout, and then adding widgets to the
dashboard. The dashboard layout is a collection of web-parts organized in various patterns.

Steps

1. Inthe module menu, click Home.
The ENTERPRISE DASHBOARD page is displayed.
2. Click New.

HOME ENTERPRISE DASHEDARD
Q. iype o Search X w A [y Select Dashboard: Project Dashboard v Made: Viow - _f edit T Delete € Set As Defaull
'(.] I Nelificetions (17)

E = Enterprize Seacch
ol 1 B> =

o = Dacument Search — =
. PROJECTS BY % COMPLETE
' Punc Manogement

u Report Gallery

u Ad oo Reports

= A-HDC LI rice Searnn e

= Ad Hoo Unit Srice Scarch

[~ Racant Projects

PROJECTS BY % COMPLETE

Figure 201: Enterprise Dashboard

The New Dashboard dialog box is displayed.

New Dashboard ]

Name i
Description :

visibleTo @ () Me @) Reles

"
Roles @ co/oct Roles

o« O OfE OF| OFF

Figure 202: New Dashboard

3. Inthe Name box, enter the name for the dashboard.
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4. Inthe Description box, enter a brief description of the dashboard.
5. From the Visible To options, perform either of the following steps:

Note: This option is available to users with the Administrator role.

e Click Me if the dashboard is only for your viewing.

e Click Roles to select roles for which the dashboard is made available.
If Roles is selected, then in the Roles box, enter the role name and select the role name. Users
assigned to the selected roles can view the created dashboard.

6. From the Layout options, click the required layout.
7. To save the dashboard, click Save.
Alternatively, click Save & Design to start adding widgets to the dashboard.

8.5.2 Adding Widgets to a Dashboard
Overview

Based on the roles assigned to you, you can add specific widgets to the web part zones in the
dashboards. Certain widgets allow drill-down and drill-through options to view detailed information.
Also, you can toggle between tabular and graphical representation of information.

Steps

1. Inthe module menu, click Home.
The ENTERPRISE DASHBOARD page is displayed.
2. Fromthe Select Dashboard drop-down list, select the required dashboard to add a widget.

HOME ENTERPRISE DASHBOARD
Q Type to Search X v oA |l-ﬂ Select Dashboard: | Fraject Dashboard ~ | Mode: View w41 MNew _#Edit T Delete
[ Netificarions (17)
= Lnterprise Szarch
El ° 1 Jat 1 mr =
F[ﬂ = Document Search
- PROJECTS BY % COMPLETE
& "7 Fund Management
= Giobal Fund List
® Reporl Gallary
= Ad-hoc Reports
m Ad-Hoc Unit Frice Search Resule
= ad-Hoc Unil Prica Search
[ Recent Projects
PROJECTS BY % COMPLETE
> v

Figure 203: Selecting Dashboard

144



Federal Highway Introduction to Masterworks
Administration Participant Guide

3. From the Mode drop-down list, select Add Widgets.

ENTERPRISE DASHBOARD

ﬂ Select Dashboard: Projact Dashboard v~ Made: View ~ .;:I New _f Edit m Delete {‘o Set As Default

Edit Widgets

Report Viewer

o R &

PROJECTS BY % COMPLETE

Figure 204: Mode - Add Widgets

The Catalog Zone section is displayed.

ENTERPRISE DASHEOARD

[i7 select Dashboard:  Froject Dashboard v Made: | Adg Widzets v fINew _f Edit Til Delete ¥ setAs Default
Web Part Zone 0 Catalog Zone Close
T P
D Report Viewer
o D o i
Add to:| Web Part Zone 0 m
PROJECTS BY % COMPLETE

Figure 205: Adding Widgets

4. Inthe Catalog Zone section, select the widgets to add to the dashboard. Alternatively, to add Web
Part widgets, in the Catalog Zone section, click Web Parts Catalog.

5. From the Add to drop-down list, select the web part to which you want to add the selected
widgets.

Catalog Zone Close

Aurigo Parts

O Report Viewer

Add to: | Web Part Zone 0 v | m Close

Web Part Zone 0

Web Part Zone 1
Web Part Zone 2

Figure 206: Add to - Web Part Zones

6. Click Add. The selected widgets are added to the dashboard.
You can continue to customize information displayed in the added widgets.
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8.5.3. Customizing a Widget

Prerequisites
At least one widget is added to the dashboard.
Overview

In a dashboard, you can customize the web part properties, such as the layout, title, appearance, and the
project for which the reportis displayed.

Steps

1. Inthe module menu, click Home. The ENTERPRISE DASHBOARD is displayed.
2. From the Select Dashboard drop-down list, select the dashboard that displays the required
widget.

HOME ENTERFRISE DASHBOARD

Q, Type to Scarch X w A | [ig select Dashboard: Froject Dashbeard ~ | Mode: View v 4l New g Edit 1 Delete

[ Metificatiens (17)
Report Viewer

= Enterprisc Szarch

1 of1 > =

-~ = Dacument Search
el

<)

PROJECTS BY % COMPLETE

" Fund Managemen
= Gobal Fund List
= Report Gallery
m Ad-hoc Reporte
= Ad-Hoo Unil Price Search Resull

= Ad Hoo Unit Frice Scarch

[ Recent Projects

PROJECTS BY % COMPLETE

Figure 207: Select Dashboard

3. From the Mode drop-down list, select Edit Widgets.

ENTERPRISE DASHEOARD

ﬁ Select Dashboard: Project Dashboard ~ | Mode: |View ;.fl New _ﬂ’ Edit ]m' Delete 'ﬁ"o Set As Default

View

Edit Widgets
7 Taat

Report Viewer
Widgets

/1—‘0f1 [a' ‘)Ef

PROJECTS BY % COMPLETE

Figure 208: Mode - Edit widgets

The title bar menu options are displayed in the widget.
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ENTERPRISE DASHBOARD

[Ty Select Dashboard: Prcject Dashboard ~ Mode: EditWidgats ~  glNew _JEdit TN Delete %} SetAs Default

Web Part Zone 0

Repart Viewer A © F
1 of 1 [a - Q

PROJECTS BY % COMPLETE

Figure 209: Title Bar Menu

4. Click Edit. The Editor Zone is displayed.

ENTERPRISE DASHBOARD

[ig select Dashboard: Project Dashboad ~  Mode: Edit Widgets v fINew _gf Edit T Delete % SetAs Default
Web Part Zone 0 Editor Zone A
Report Viewer A @ Modify the properties o the web Part, then cick OK or Apply

to apply your chanzes.
II”H [a e E:! Report Viewer Configuration
a Repurl Server Tree:
PROJECTS BY % COMPLETE
-

[4] 'his Manth's I3ashboar
Schedule Resource Cou
Projacts at Risk Counrte
Projact by Budge: Spen
[I] Project by % Complet:
Resource Amount by Re
Resource Cosl per Mon
Portfalic Budget Vs Exp
Partfalic Project Distrib
Previous Month's Gash
Gelling Slarled v
4 »

/ProjectsBy ercentComplete

FROJECTS BY % COMPLETE & show Too!zar
Appearance
Titl=:

teport Viewer

Chrome Type:

Default ~ -

Figure 210: Editor zone

Note: Based on the module selected, files displayed in the Editor Zone varies.

5. Inthe Editor Zone, make the required changes as described in the following table.

Web Part Property Description

Title Enter the name of the widget.

Chrome Type Set the border and title of the dashboard tile.
Direction Set the alignment of the widget.

Height Set the height of the widget.

Width Set the width of the widget.
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Web Part Property Description
Chrome State The Minimize option does not show the dashboard content by
default. Expand the widget to see the dashboard.
Zone Select the web part zone of the widget.
Zone Index Enter a number to define the priority of a widget within a zone to
allow ordering by index.

6. Click OK to apply the changes and close the editor.
Layout

Chrome State:

Normal '
Zone:

Web Part Zone 0 i
Zone Index;

0

Coc ] e [ o

Figure 211: Apply the changes

7. From the Mode drop-down list, select View.
8.5.4.Viewing a Dashboard
Overview
You can open a dashboard to view the dashboard details.
Steps

1. Inthe module menu, click Home.
The Enterprise Dashboard is displayed.
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2. From the Select Dashboard drop-down list, select the required dashboard to view the dashboard.

HOME ENTERPRISE DASHEOARD
Q Typeto Szarch X| v A |m Select Dashboard: Project Dashbeard ~ | Mode: View ~|  4l1MNew _FEdit TI Delete
= Netifications (17)
® Enterprise Szarch R
I: ° T Jat1 B> =
’—ﬂj = Document Sezrch
- PROJECTS BY % COMPLETE
& "7 Fund Managemant
= Giobal Fune List
= Reporl Gallery
= ful hoc Reports
= Ad-Hoc Unit Price Sezrch Result
® Ad-Hoc Unit Frica Search
[ Recent Projects
FROJECTS BY % COMFLETE

Figure 212: Select Dashboard

8.5.5.Setting a Dashboard as the Default

Overview

On logging into the application, the dashboard that is set as the default dashboard is displayed on the
Home page.

Steps

1. Inthe module menu, click Home. The Enterprise Dashboard is displayed.

2. From the Select Dashboard drop-down list, select the dashboard to be set as the default
dashboard.

3. Inthe dashboard toolbar, click Set As Default.

HOME ENTERPRISE DASHEOARD

Q. iype o Search X w A [y Select Dashboard: Project Dashboard v Made: Viow w| fInNew _F edic I Delete

™ Nelifieglions (17)
Report Viewer -
= Enterprize Seacch

i ol 1 B> =
W " Pocument Search

PROJECTS BY % COMPLETE
I Func Manzgement

u Report Gallery

u Ad oo Reports

m Ad-HoC L rice Searcn esul
= Ad Hoo Unit Srice Scarch

[~ Racant Projects

PROJECTS BY % COMPLETE

Figure 213: Set as Default
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8.5.6. Modifying Dashboard Details

Overview
You can modify details of a dashboard.
Steps

1. Inthe module menu, click Home. The Enterprise Dashboard is displayed.
2. From the Select Dashboard drop-down list, select the required dashboard to edit the dashboard.
3. Inthe dashboard toolbar, click Edit.

HOME ENTERPRISE DASHBOARD
Q, iype o Search X | v A [ select Dashboard: Praject Dashboars «  Made: View « A ""E"‘"m Delate £ Set As Default
i:] I Nolifications (17)
E = Enterprise Search
ol W o=

i = Macument Search

. PROJECTS BY % COMPLETE
[ Fund Manzgement

® Report Gallery

= Ad boc Reports

m At-Hoe Uil Price Searce Rasul

= Ad Hoe Unie Brice Szarc

[ Recant Projects

PROJECTS BY % COMPLETE

Figure 214: Edit

The Edit Dashboard dialog box is displayed.

Edit Dashhoard x
Name Project Dashboard
Deseription :

Visible To @ME ORoles

Layout ©E 'OIE OEI OE

Figure 215: Edit Dashboard Dialog Box

4. Modify the required information.
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8.5.7. Deleting a Dashboard
Steps

1. Inthe module menu, click Home. The Enterprise Dashboard is displayed.
2. From the Select Dashboard drop-down list, select the dashboard to delete.
3. Inthe dashboard toolbar, click Delete.

HOME ENTERPRISE DASHEOARD

¥ w [ Select Dashboard: Project Dashboard v Made: View | fiNew  F Edic i Set As Dafault

Q, ype o Search
e
EE = Enterprise Search
1wt E> =
- ® Dacument Szarch
iid PROJECTS BY % COMPLETE

[ Fund Management
= Report Gallery

= Ad hoc Reports

m Ad-Hoo Uil Prics Seares Rasul
= Ad Hoc Unit 3rice Search

[ Racant Projecrs

PROJECTS BY % COMPLETE

Figure 216: Delete Dashboard

9. Library Overview

The Masterworks Library module serves as a collection of catalogs to manage reusable data. Catalogs
are where you create, define, and store reusable information that is used when you must provide
standard inputs to complete forms and information fields. With the Masterworks Library, you can store
and manage catalogs of common, configurable, and reusable information. This ensures consistency in
available information and provides a standardization factor to ensure data integrity.
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