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

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

The software is provided strictly on an "as is" basis. All software furnished to the useris on a licensed
basis. Aurigo® Software Technologies Inc. grants to the user a non-transferable and non-exclusive license
to use the software program delivered hereunder (licensed program). Such license may not be assigned,
sublicensed, or otherwise transferred by the user without prior written consent of Aurigo® Software
Technologies Inc. No right to copy a licensed program in whole or in 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 get started with the process of managing the funds for a project and
quickly navigate through the various key processes of fund management.

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle
of fund management. Field selections, other than the ones used in this guide, could possibly lead to a
varied workflow and may not be covered in this guide. For additional information on the application, refer
to the User Guide or Masterworks Online Help available with the application.

Note: You may notice screenshots containing information added throughout the document, even in
places where a new empty screen would typically be displayed. This practice eliminates the need for
multiple images, allowing a single screenshot to convey the essential details required to proceed with the
work effectively.
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3. Fund Management

The Fund Management feature enables you to manage the account codes, fund authorizations, available
fund sources, and the allocation of funds to various projects.

All the funds required to execute projects are generated as Account Numbers in the financial system. The
initial allocation of fund sources is done during the creation of an engineer's estimate. The engineer's
estimate defines how each pay item must be funded. Additionally, before awarding a bid, sufficient funds
must be authorized to ensure that the contractor

can complete the contract. Later, this fund information is used during construction to make payments.
Any additional funds available for the projects can also be added using the contract modification
process.

The following forms are used to manage funds at various levels in the application:

e Atthe enterprise levelis the Global Fund List, which contains a list of available account codes.
e Atthe project level is the Project Fund List
e Atthe projectitems level are the Funding Rules

The global fund source is a template or placeholder for an accounting number. The account codes and
attributes, such as Account Number and Fund Source category, are used to create a project fund source.
Later, an amount is authorized for the project fund source and logically distributed to incur the expenses
using the funding rules.

You must perform the following tasks to create and associate fund sources with a project:

1. Global Fund List
a. 3.1.1. Define global fund sources

b. 3.1.2. Approve global fund sources
2. Project Fund List
a. 3.2.1.1. Define project fund sources

b. 3.2.1.2. Approve project fund sources

3. Project Fund Transaction
a. 3.2.2.1. Manage funds in project fund sources

b. 3.2.2.2. Approve project fund transactions
4. Funding Rule

a. 3.2.3.1. Define funding rules for a project

b. 3.2.3.3. Approve funding rules

c. 3.2.3.6. Mark a funding rule as default
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Fund Management Permission Matrix
This section provides information on the roles and corresponding permissions for the respective forms.

e Table 1-Global Fund List: It provides information on the roles assigned with create, edit, view,
delete, and audit log permissions in the Global Fund List form.

e Table 2 - Project Fund List: It provides information on the roles assigned with create, edit, view,
delete, and audit log permissions in the Project Fund List form.

e Table 3- Project Fund Transaction: It provides information on the roles assigned with create,
edit, view, delete, and audit log permissions in the Project Fund Transaction form.

e Table 4 - Funding Rules: It provides information on the roles assigned with create, edit, view,
delete, and audit log permissions in the Funding Rules form.

Table1: Table 1 - Global Fund List

Role Create Edit View Delete Audit Log
Administrator Yes Yes Yes Yes Yes
Other Roles - - - - -

Table 2: Table 2 - Project Fund List

Role Create Edit View Delete Audit Log
Administrator Yes Yes Yes Yes Yes
Administrator Yes Yes Yes Yes Yes
Project Viewer - - Yes - -
Design Component | Yes Yes Yes Yes Yes
Lead

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

Project Manager Yes Yes Yes Yes -
A/E Designer Yes Yes Yes Yes -
A/E Lead Designer | Yes Yes Yes Yes -
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Role Create Edit View Delete Audit Log
A/E Manager Yes Yes Yes Yes -
Acquisitions Yes Yes Yes Yes -
Construction Yes Yes Yes Yes -
Component Lead
Construction Yes Yes Yes Yes -
Admin Staff
Construction - - Yes - -
Engineer
Highway - - Yes - -
Construction
Manager/QA QC
Construction - - Yes - -
Operations
Engineer
Inspector - - Yes - -
Assistant Project - - Yes - -
Engineer
Project Engineer - - Yes - -
Regional Engineer | - - Yes - -
Construction - - Yes - -
Inspection A&E
Manager
Inspector A&E - - Yes - -
Assistant Project - - Yes - -
Engineer A&E
Project Engineer - - Yes - -
A&E

Table 3: Table 3 - Project Fund Transaction
Role Create Edit View Delete Audit Log
Administrator Yes Yes Yes Yes Yes
Project Viewer - - Yes - -
Design Component | — - Yes - -
Lead
Designer - - Yes - -
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Role Create Edit View Delete Audit Log
Lead Designer - - Yes - -
Design QA/QC - - Yes - -
Highway Design - - Yes - -
Manager

Project Manager Yes Yes Yes Yes -
A/E Designer - - Yes - -
A/E Lead Designer | - - Yes - -
A/E Manager Yes Yes Yes Yes -
Acquisitions Yes Yes Yes Yes -
Construction Yes Yes Yes Yes -
Component Lead

Construction Yes Yes Yes Yes -
Admin Staff

Construction - - Yes - -
Engineer

Highway - - Yes - -
Construction

Manager/QA QC

Construction - - Yes - -
Operations

Engineer

Inspector - - Yes - -
Assistant Project - - Yes - -
Engineer

Project Engineer - - Yes - -
Regional Engineer | - - Yes - -
Construction - - Yes - -
Inspection A&E

Manager

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

Project Engineer - - Yes - -
A&E

Administrator Yes Yes Yes Yes Yes
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Role Create Edit View Delete Audit Log

Project Viewer - - Yes - -
Table 4: Table 4 - Funding Rules

Role Create Edit View Delete Audit Log

Administrator Yes Yes Yes Yes Yes

Project Viewer - - Yes - -

Design Component | Yes Yes Yes Yes Yes

Lead

Designer Yes Yes Yes Yes -

Lead Designer Yes Yes Yes Yes -

Design QA/QC - - Yes - -

Highway Design Yes Yes Yes Yes -

Manager

Project Manager Yes Yes Yes Yes -

A/E Designer Yes Yes Yes Yes -

A/E Lead Designer | Yes Yes Yes Yes -

A/E Manager Yes Yes Yes Yes -

Acquisitions Yes Yes Yes Yes -

Construction Yes Yes Yes Yes -

Component Lead

Construction Yes Yes Yes Yes -

Admin Staff

Construction - - Yes - -

Engineer

Highway - - Yes - -

Construction

Manager/QA QC

Construction Yes Yes Yes Yes -

Operations

Engineer

Inspector - - Yes - -

Assistant Project - - Yes - -

Engineer

10
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Role Create Edit View Delete Audit Log
Project Engineer Yes Yes Yes Yes -
Regional Engineer | Yes Yes Yes Yes -
Construction - - Yes - -
Inspection A&E
Manager
Inspector A&E - - Yes - -
Assistant Project - - Yes - -
Engineer A&E
Project Engineer - - Yes - -

A&E

3.1. Global Fund Sources

The Global Fund List form enables you to:

e Create a list of fund sources that can be used in projects as the project fund source.
e Define fund sources and details, such as the fund source name, fund source code, and fund
source type.

The functional flow for global fund management is as follows:

1. 3.1.1. Define global fund sources

2. 3.1.2. Approve global fund sources

3.1.1. Defining Global Fund Sources

Prerequisites

The role of the logged-in user must be Administrator. For more information on role- specific permissions,
refer to Table 1 — Fund Management Permission Matrix.

Overview

Global funds enables you to define account codes at the enterprise level and make them available for
projects. Only administrators can create Global Fund List records.

11
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Steps

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

HOME

Q Type lu Szarch X W A
£ Nutiliations (21
]E[ m knte-prisz s2arch

= Document Search

L
&

[ Fune Management

® Report Gallery

= Ad-nocReports

= Ad-Hoc Unit “rice Search Result

= Ad-Hoc Unit “rice Sezrch

ENTERPRISE DASHEOARD

[J Select Dashboard: wak i armn | Mode: view v| fINew _# Ecit Tl Delete %3 Set As Default

Report Viewer ry

ortract

workflow |Acive, Archived- Final, Archlved- Hist V} S:ftlrm: <5zlact a value» - Vicw Report:
S !
Sigjud [

Figure 1: Enterprise Dashboard Page
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2. Inthe navigation pane, expand the Fund Management folder, and then click Global Fund List.

HOME

Q, Type o search X A [ select Dashhoard: Srojoct Dastboacd v Mode: Viow v glNew _FEcit [il Delete ¥} Set Ac Defaulr

Mctifications (17)

snlerprise Search
= Document Search
B und Managemen.

® Glehal Fund |ist

n zporl Callery

RN |

8 Ad-hoc Reports
® Ad-llac Unir Price Search Rasult
u Ad-llac Unir Price Search

[7 Recont Projocts

ENTERPRISE DASHEDARD

Repart Viewer -

L Ju: B =
PROJECTS BY % COMPLETE

PROJECTS BY % COMPLETE

Figure 2: Navigation to Global Fund List
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The GLOBAL FUND LIST page is displayed.

GLOBAL FUND LIST

.|."j New J,'M Workflow ~ [;] Reports = [{T Excel Import / Export = @ More = T
D g Fund Source ID Fund Scurce Name Fund Source Code Fund Type |5 Active Created Date
O MK/ddayyy| 5
(] GFL-37 GFLCON CON123 CON 06/16/2024 -
O GFL-36 CON16 CON16 CON 05/30/2024
O GFL35 clos cios a 10/10/2023
O GFL-34 Clo4 clo4 cl 10/10/2023
O GFL-33 103 103 a [v] 10/10/2023
O GFL-32 clo2 co2 a = 10/10/2023
[l GFL-31 ciot clot a (] 10/09/2023
O GFL-30 CONO2 COND2 coN O 08/18/2023
O GFL-29 CON1 CON1 CON (] 08/18/2023
O GFL-28 CONO03 CONOO03 CON O 08/18/2023
O GFL27 CON CON CON O D8/18/2023
d GFL-26 CEAQT CEAO1 CEA 06/15/2023
O GFL-25 CE05 CE05 CE [v] 06/15/2023 .
4 L

o1 st

Figure 3: List Page of the Global Fund List Form

3. Click New.
The GLOBAL FUND LIST page is displayed.

GLOBAL FUND LIST

[@) save &Exit [ Save & Continue (®) cancel [ wWorkflow ~ “L" Select Actions ~

Fund Source ID : <Auto Generated=>
Fund Source Name ~:  CONO1

Fund Source Code . CONO1

Fund Source Type e CON v

Notes : This fund list will be used for =
FLH projects. L

Is Active :
ATTACHMENTS

(5 [ oo o [ it e |

No Attachments available

Link Document Upload Document

Figure 4: Global Fund List Page
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Upon saving the record, the Fund Source ID displays an automatically generated unique
identification code for the global fund source.

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

Field Name Description

Fund Source Name Enter a name for the new fund source to be created. For example,
CONO01, CONO02, PEO1, CEAO1, and so on.

Fund Source Code Enter a unique identification code for the global fund source. For
example, CONO1, CONO02, PEO1, CEAO1, and so on.

Fund Source Type From the drop-down list, select the type of fund source.

Available options are CON, PE, CE, ClI, etc.

The drop-down list displays active fund types defined in the Fund Type
catalog of the library.

Notes Enter any appropriate notes for the global fund source.

Is Active Ensure the check box is selected to make the global fund source
active. You can only add the active global fund sources to projects.

5. Optionally, in the ATTACHMENTS section, upload or link related files.
For information on attachments, refer to Section 4.1. Attachments.

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

3.1.2. Approving a Global Fund Source Record

Prerequisites

The logged-in user must have the Administrator role.

Overview

This section explains the positive and forward workflow actions to reach the Approved workflow status.
To move the Global Fund Source record through the defined workflow, perform the following steps:

14



Federal Highway
Administration

Steps:

Fund Management
Participant Guide

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

HOME
Q, TypetoSearch X v A
[ Nolificalivns (16)
E u [nerprise Search
Ltt = Document Search
@ = Tunz Management
u Reoorr Callary
= Ad-hor Reports
m Ad-Hoc Unil I'rize Search esull

m Ad-llac Unit Price Search

[ Rocent Projects

ENTERFRISE DASHBOARD

[Td Select Dashbozrd:| projest Dashhoard w| Mode: View v {INew _f Edit Til Delete &} SetAsDefault

L of 1 My =
PROJECTS BY % COMPLETE

PROJECTS BY % COMPLETE

Figure 5: Enterprise Dashboard

2. Inthe navigation pane, expand the Fund Management folder, and then click Global Fund List.

HOME

Q Type o fearch

[ Metifications (17)

® cnlerpriso Search

™ und Management

® Glehal Fund |ist

n eporl Gallery

&
EEE = Jocument Search
03

8 Ad-hoc Reports
® Addlac Unir Prics Search Result
= Ad-llne Unir Price Search

I Rocant Projocts

¥ WA [] Select Dashheard: =rojoct Dashboacd

ENTERPRISE DASHEDARD

v Mode: Viow v glNew _FEcit [il Delete ¥} Set As Defaulc

Repart Viewer a

i Ju: B =
PROJECTS BY % COMPLETE

PROJECTS BY % COMPLETE

Figure 6: Navigation to Global Fund List
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The GLOBAL FUND LIST page is displayed.

GLOBAL FUND LIST
.ﬁ New M Workflow -

[0 8 FundsourceiD

GFL-35
GFL-34
GFL-33
GFL-32
GFL-31
GFL-30
GFL-29
GFL-28
GFL-27
GFL-26
GFL-25
GFL-24

GFL-23

O0O0OO0OO0OO0ODO0ODODODOODO0OaO

Fund Source Name

Clos

Clo4

Clo3

Cclo2

clo1

CONOZ

CON1

CONOo3

CON

CEAO1

CEQS

CEQ4

CEO3

[#] Reports ~

E‘\Lf Excel Import / Export ~

clos
clo4d
cio3
cloz
clo1
conNQz
CON1
CONOO2
CON
CEAD1
CE0S
CEo4

CEO3

Fund Source Code

) More ~

Fund Type

l
jall

fal}

cl

al}
CON
CON
CON
CON
CEA
CE
CE

CE

A
‘ |

Is Active

Created Date

Fund Management
Participant Guide

O MM/diyyy :
'y

Figure 7: List Page of the Global Fund List Form

10/10/2023

10/10/2023

10/10/2023

10/10/2023

10/09/2023

08/18/2023

08/18/2023

0B/18/2023

08/18/2023

08/15/2023

08/15/2023

08/15/2023

08/15/2023

3. Inthe list page, select the appropriate record in the Draft workflow status, and then click Select

Actions.

GLOBAL FUND LIST

Edit @ View

GFL-36
O GFL-35
O GFL-34

Ef Delete

7
D U  FundSourcelD

M Workflow -

Fund Source Name

CON16
Cl05

clo4

*£° Select Actions ~

Approve

CON16

Clos

Clo4

irce Code

B Reports ~

Fund Type

CON

Cl

Cl

Figure 8: Workflow Action — Approve

4. Click Approve, and in the Masterworks dialog box, click OK.

The record is moved to the Approved workflow status.

16
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3.1.3. Global Fund Source Workflow Status

The following table provides the workflow status (current and subsequent status) of the Global Fund
Source record.

For information on setting a workflow status to the next status, refer to Section 4.2. Workflow Status

Transitions.
Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
1 Draft Administrator Approve Approved -

3.2. Project Fund Management

Project funds are fund sources defined for a project. Project Fund Sources act as a source of funds for
any transaction after an amountis authorized for it.

The project Fund Management feature enables you to perform the following tasks:

1) Project Fund List
a) 3.2.1.1. Define project fund sources

b) 3.2.1.2. Approve project fund sources

2) Project Fund Transaction
a) 3.2.2.1. Manage funds in project fund sources

b) 3.2.2.2. Approve project fund transactions
3) Funding Rule

a) 3.2.3.1. Create funding rules for a project

b) 3.2.3.3. Approve funding rules

c) 3.2.3.6. Mark a funding rule as default

3.2.1. Project Fund Sources

The Project Fund List is a repository of fund sources defined for a project. Project Fund Sources actas a
source of funds for any transaction after an amount is authorized for it.

The Project Fund List form enables you to:

e Add account codes used for the specific project.
e Update account priority and account number.

17
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3.2.1.1. Defining Project Fund Sources

Prerequisites

e Approved global fund sources are available.
e Therole of the logged-in user must be one of the following:

Administrator

Design Component Lead
Designer

Lead Designer

Highway Design Manager
Project Manager

A/E Designer

A/E Lead Designer

A/E Manager
Acquisitions
Construction Component Lead
Construction Admin Staff

c 0O o 0O 0O o o o o o o o o

For more information on role-specific permissions, refer to Table 2 - Fund Management

Permission Matrix.

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

PROJECTS PROJECTS
Q, Iypeto Search X W oA f1New [ workflow ~ [£] Reports ~ fp ManageUsers D Mark Offline/Online () More +
'x.] 0  Project Code Project Name Project Description Business Unit
Selact Praject -
T T T T
E A Recent Projacrs - . . .
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Mary Gla... Reconstructionef12 .. 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... Reconstructionof12... Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ..  Western Federal Lands
|}

Figure 9: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS
Q, Type o Search ® oW oA
ﬁ ST -CAERIO IS LEPDR2VE-1T) b
E General

Ui‘ =7 SIT- CA ERFO FS LSPDR 2023-1(1)

0

+ Dacuments
= Docurment Search
= Froject Reosort Gallory
u Project Calencar
— lund Managzment
u Project Zund List
w Project ~and Transaction
u Funding 2ulas
+ Sid bstimiale Informalion
+ sigdirg

+ Contracts

PROJECT DASHBOARD  1'40]=(

1 UEIAILS

iy Select Dashboard: Lis s ~  Made: | visw ~  fINew _FEdic (Il Delete £} SerAs Default

Haricier |
View naport

|13 e

alternates |

Figure 10: Expanding Projects Folder

3. Inthe project navigation pane, expand the Fund Management folder, and then click Project Fund

List.

PROJECTS

Q Type to Search X

o

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

General

PROJECT FUND LIST

) More -

Fund Source Code

£1 New [#] Reports ~ Bt Excel Export ~

O 8

v oA R Workflow ~

Fund Source Name

Fund Source Type

Project Fund ID

DEﬂ ™9 SIT- CAERFO TS LSPOR 2023-1(1)

@

+ Dccuments

Daocurment Search

Project Report Gallery

Project Calendar

= Fund Management

O PFL-3 CONO3 CONO3 CON
4 PFL-2 CONO2 CONo2 CCN
O PFL-1 CONOT CONO1 CON

m Project Fund List

= Project Fund Transaction

m Funding Rules
+ Bid Estimate Informaticn
+ Bidding

+ Contracts

Figure 11: Navigation to Project Fund List
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The PROJECT FUND LIST page is displayed.

PROJECT FUND LIST

ﬂ‘ Workflow - EI Reports ~ E“ﬂ‘ Excel Export = @ More - Y

|:| g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

7]

O PFL-3 CONO3
O PFL-2 CONO2
O PFL-1 CONO1
4

(<] < JEm]> >

(7] T &l &l

CONOD3 CON Option X
CONO2 CON CLINDO101: ERFO
CONOT CON CLINDO101: Non-ERFO

Page 1 of 1

Figure 12: List Page of the Project Fund List Form
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4. Click New.

The PROJECT FUND LIST page is displayed.

PROJECT FUND LIST
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[@ save&Exit [ Save&Continue (®) Cancel [®] workflow ~ *§* Select Actions ~
A
Project Fund ID : <Auto Generated=>

Fund Source Name "  CONO2 -

Fund Source Code : CONO2

Fund Source Type : CON
Fund Source Category ERFO A
Default Fund Rule Name *:  100% COND2 - ERFO
Fund Description CLINO0101: ERFO a
v
Account Number 15B6062301103.A40.CN.15F1.06.1
Account Priority Select v
Authorized Amount ($) 2,203414.61
Original Authorized Amount ($) 0.00
Expended Amount (%) 91,541.25
Probable Expenditure ($) 0.00
Remaining Amount ($) 2,111,873.36
Notes (Same acct now: however, A
ERFO will reimburse this
Amount post-Construction) v
ATTACHMENTS M
e, | ]

Figure 13: Project Fund List Page

On saving the record, the Project Fund ID displays an automatically generated unique identification

code for the project fund source.

5. From the Fund Source Name drop-down list, select the global fund source to associate with the

project.

Available options are approved and active global fund sources. For example, CONO01, CON02, PEO1,

CEAO01, and so on.

Based on the selection of the Fund Source Name, the values of Fund Source Code and Fund

Source Type fields are displayed.
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Additionally, based on the global fund source selected, the following information is displayed:

Field Name Description

Original Authorized The first transaction amount for the respective fund source.

Amount

Authorized Amount ($) Sum of all project fund transactions for the fund source or account
code.

Expended Amount ($) e Ifthe Fund Source Type is CON, this field displays the sum of

all the amount used for contract items in the approved pay
estimates. This value is retrieved from the Amount this PE
column of the Funding Summary tab in the approved pay
estimates record.

e Ifthe Fund Source Type is any value other than CON, this field
transforms into an editable field. You can directly enter the
consumed amount.

Probable Expenditure ($) e Ifthe Fund Source Type is CON, this field displays the probable
amount, which is retrieved from the Contract Items form.

e [fthe Fund Source Type is any value other than CON, this field
transforms into an editable field.

Remaining Amount ($) Remaining funds available in the fund source. Calculated as:
Authorized Amount - Expended Amount

6. From the Fund Source Category drop-down list, select the appropriate fund category.
Available options are ERFO, FLAP, NPS, HPP, etc.
The drop-down list displays the active fund categories defined in the Fund Categories catalog of the
library.
The Fund Source Category determines the actual fund source from which the money is authorized
for the projects.

7. The Default Fund Rule Name field is automatically updated based on the fund source name and
fund source category.
Optionally, enter the appropriate name of the default fund rule.
The Default Fund Rule Name must be updated in the 100% <Fund Source Name> - <Fund Source
Category> format.
Note:

e This field cannot be edited if the Funding Rule is approved.
e Thisis available for both CE and CON type, but the fund rule is updated in the Funding Rule form
only for CON type.

8. Inthe Fund Description field, enter the description of the project fund source.
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9. Inthe Account Number field, enter the correct account number generated from the financial system.
The account number acts as a unique identifier for the account in all fund transactions (Obligations
and De-Obligations).

10. From the Account Priority drop-down list, select the appropriate option for a fund transaction.

Note:

e This field is enabled only for CON fund source types.
e Atleast one approved project fund source must be available for the Account Priority list to display
the relevant options.

Account Priority defines the priority of fund sources for a fund transaction. Available options are
published and approved fund codes.

To select the account priority as per the requirement, you need to assign the account priority in a
sequential manner. Once you have assigned the account priority for any of the project fund sources, the
account priority options for the next project fund source are displayed in a sequential list. The list
comprises the current project fund source added as a prefix to all the available options of the account
priority defined for the prior project fund sources. You may repeat this process until you have achieved a
desired outcome.

Scenario 1: For example, to define the account priority for the project fund source CONO05 as CONO5-
CONO04-CON03-CON02-CONO01, perform the following steps:
a. Create project fund source CONO1 and move it to the Published workflow status.

PROJECT FUND LIST
+) New [ workflow ~  [4] Reports ~ [Ft ExcelExport v () More ~

|:| Y Project Fund ID Fund Source Name Fund Source Code Fund Source Type Workflow Status

O PFL-1 CONO1 CONO1 CON Published

Figure 14: CONO1 in Published Status
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b. Create project fund source CONO02, and from the Account Priority drop-down list, select CONO2-
CONO1. Once the account priority is selected, move the record to the Published workflow status.

PROJECT FUND LIST

[a Save & Exit B Save & Continue @ Cancel [# Workflow ~ *f° Select Actions ~

Project Fund ID : <Auto Generated>
Fund Source Name *; CONO2 ~
Fund Source Code : CONOZ

Fund Source Type : CON

Fund Source Category : DAR ~
Default Fund Rule Name ": 100% CONO2 - DAR

Fund Description : &

Account Number

Account Priority : ‘ Select V|
Authdrized Amount ($) : ECONO2-CONO] |
Original Authorized Amount (3) : 0.00

Figure 15: Selecting Account Priority for CON02
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c. Create project fund source CONO3, and from the Account Priority drop-down list, select CONO03-

CONO02-CONO1. Once the account priority is selected, move the record to the Published
workflow status.

PROJECT FUND LIST

[@ Save & Exit [@ Save & Continue (%) Cancel [¥ Workflow ~ "§* Select Actions ~

Project Fund ID : <Auto Generated>
Fund Source Name " CONO3 v
Fund Source Code : COND3

Fund Source Type : CON

Fund Source Category : FLAP v
Default Fund Rule Name *:  100% CONO3 - FLAP

Fund Description : a

14

Account Number

Account Priority

Select V|
Autharized Amount ($) : COND3-CONO2-COMO1

Figure 16: Selecting Account Priority for CONO3

d. Create project fund source CONO4, and from the Account Priority drop-down list, select CON04-

CONO3-CON02-CONO1. Once the account priority is selected, move the record to the Published
workflow status.

PROJECT FUND LIST

[@ save & Exit [ Save & Continue (¥) Cancel [ Workflow ~ “*£* Select Actions -
Project Fund ID : <Auto Generated=
Fund Source Name ":  COND4 ~

Fund Source Code : CONO0O4

Fund Source Type : CON

Fund Source Category : HFP ~
Default Fund Rule Name “: | 100% CONO4 - HPP

Fund Description : rs
b

Account Number :

Account Priority : | Select ~ |

Authprized Amount ($) : CONO4-CONO3-CONO2-CONO1 )

Figure 17: Selecting Account Priority for CON04
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e. Create project fund source CONO5, and from the Account Priority drop-down list, select CONO05-
CONO04-CONO03-CON02-CONO01. Once the account priority is selected, move the record to the
Published workflow status.

PROJECT FUND LIST

[@ Save & Exit [@ Save & Continue  (X) Cancel [# Workflow v °£* Select Actions ~

Project Fund ID : <Auto Generated=
Fund Source Name . CONO5 ~
Fund Source Code : COMNOS

Fund Source Type : CON

Fund Source Category : |IPP v
Default Fund Rule Name *: | 100% CONOS - PP

Fund Description : a

Account Number

Account Priority : |Se|ect V‘

Authprized Amount ($) : | CONOS5-CONO4-CONO3Z-CONO2-CONOT

Figure 18: Selecting Account Priority for CONO5

While making payments using the Pay Estimate form, first uses funds from the fund source
CONQO1, next from the fund source CONO02, and then from CONO0S3, and so on. Hence, the funds
will be last utilized from CONOS5.
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Scenario 2: Let us assume that we want to change the account priority from CONO05- CONO04-
CONO3-CON02-CONO1 to CONO05-CONO1-CON04-CON02-CONO03. To do so, perform the
following steps:

Note: Ensure the project fund source is in the Published workflow status.

a. Select the penultimate project fund source CONO02 and click Edit.

PROJECT FUND LIST

@ view [l Delete [ Workflow ~ *§" SelectActions ~  [&] Reports ~ [@1 MailMerge ~ () More ~

[CJ © ProjectFundID Fund Source Name Fund Source Code Fund Source Type Workflow Status
D PFL-5 CONO05 CONO5 CON Published
D PFL-4 CONO4 CONO04 CON Published
D PFL-3 CONO3 CONO3 CON Published
| PFL-2 ¢ CONO2 CONO2 CON Published
|:| PFL-1 CONO1 CONO1 CON Published

Figure 19: Editing CONO02

b. Inthe CONO2 project fund list details page, change the Account Priority from CONO02-CONO1 to
Select. After the account priority is changed, click Save & Exit.

PROJECT FUND LIST

[@) save & Exit [@ Save & Continue (%) Cancel [ Workflow ~  *§" Select Actions ~

Project Fund ID : PFL-2
Fund Source Name ~: CONO2
Fund Source Code : CONO2

Fund Source Type : CON

Fund Source Category : DAR ~
Default Fund Rule Name ":  100% CONOZ2 - DAR

Fund Description : a

Account Number

Account Priority : ‘Select V|

Authdrized Amount ($) : |conD2-CONOT

Figure 20: Changing CON02-CONO1 to Select
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c. Select CONO2 project fund source again, and click Edit. Now, from the Account Priority drop-
down list, select CON02-CONOS3. After the account priority is selected, click Save & Exit.

PROJECT FUND LIST

[@) save & Exit [[¢ Save & Continue (%) Cancel [®] Workflow ~ °§° Select Actions ~

Project Fund ID : PFL-2
Fund Source Name * CONO02
Fund Source Code : COMND2

Fund Source Type : CON

Fund Source Category : DAR A
Default Fund Rule Name *:  100% CONO2 - DAR

Fund Description : a

Account Number

Account Priority : ‘ Select v |
Authgrized Amount ($) W]
Original Authdrized Amount (%) | CONO2-CONO4 |
CON02-CONOS y

Exnended Amount ($) : 0.00

Figure 21: Selecting CON02-CONO03

d. Selectthe project fund source CONO04, and click Edit.

PROJECT FUND LIST

@ View T[T Delete [ workflow -~  *§* Select Actions ~  [&] Reperts ~  [B0 Mail Merze ~ () More ~ T
D g Project Fund ID Fund Scurce Name Fund Source Code Fund Source Type Werkflow Status Account Priority (Right to Left)
O PFL-3 CONO5 CONO5 CON Published
| PFL-4 E COND4 CONo04 CON Published |
D PFL-3 COND3 CONO3 CON Published
O PFL-2 CONo2 CONO2 CON Published CONO2-COND3
O PFL-1 CONO1 CONOY CON Published

Figure 22: Editing CONO4
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e. Inthe CONO4 project fund list details page, from the Account Priority drop-down list, select
CONO04-CONO02-CONO03. After the account priority is selected, click Save & Exit.

PROJECT FUND LIST

[@ save & Exit [(@ Save & Continue  (®) Cancel [% Workflow v  *§* Select Actions ~

Project Fund ID : PFL-4
Fund Source Name *, CONO4
Fund Source Code : CONO4

Fund Source Type @ CON

Fund Source Category : |HPP ~
Default Fund Rule Name *: | 100% CONO4 - HPP

Fund Description : A

Account Number :

Account Priority |Se|ect »

Select
Authdrized Amount (3) @ |conogconD

CONO04-CONQ2-CONO3

Original Authgrized Amount ($) : |[coNO4-CONOS

Figure 23: Selecting CON04-CON02-CONO03

f. Selectthe CONO1 project fund source and click Edit.

PROJECT FUND LIST

® view [T Delete [B] Workflow - °f" SelectActions ~  [&] Reports ~ Mail Merge = () More ~ T
[(] & ProjectFund D Fund Source Name Fund Source Code Fund Source Type Workflow Status Account Priority (Right ta Left)
O PFL-5 CONO0S CONOD5 CON Published

O PFL-4 CONOZ CONO4 CON Published CON04-CONO2-CONO3

D PFL-3 CONO3 COND3 CON Published

O PFL-2 CONOZ CONO2 CON Published CCNO02-CONO3

| PFL-1 i cono COND1 CON Published

Figure 24: Editing CONO1
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g. Inthe CONO1 project fund list details page, from the Account Priority drop-down list, select
CONO01-CONO04-CONO02-CONO03. After the account priority is selected, click Save & Exit.
PROJECT FUND LIST

[@ save &Exit [[@ Save & Continue (%) Cancel [¥ Workflow ~ *§° Select Actions ~

Project Fund ID : PFL-1
Fund Source Name . CONO1
Fund Source Code : CONO1

Fund Source Type : CON

Fund Source Category : FLAP ~
Default Fund Rule Name *:  100% CONOT - FLAP

Fund Description : A

Account Number @ | 4562318970

CONO1T-CON04-CONO2-CONO3 V‘

| Select
LU (EEL DI C N CONO1-COND4-CONO2-CONO3 |

Figure 25: Selecting CON01-CON04-CON02-CONO03

Account Priority :

h. Selectthe project fund source CONO05, and click Edit.

PROJECT FUND LIST

@ View [l Delete [ Workflow ~ °§" SelectActions »  [3] Reports ~ [E0 Mail Merge + () More ~ 15clect=d X T
[J ©& ProjectFundiD fund Source Name Fund Source Code Fund Source Type workflow Status Account Priority (Right to Left)
| PFLS i Cowos CoNos con Published -l
D PFL-4 COND4 CON04 CON Published CONO4-CONO2-CONO3

O PFL-3 CONOD3 CONOz CON Published

D PFL-2 COoNO2 CONO0Z CcoN Published CONO2-COND3

D PFL-1 cono CconNot CaN Published

Figure 26: Editing CONO5
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i. Inthe CONO5 project fund list details page, from the Account Priority drop-down list, select
CONO05-CONO01-CON04-CONO02-CONO3. After the account priority is selected, click Save & Exit.

PROJECT FUND LIST

[@ save & Exit [(@ Save & Continue (%) Cancel [# Workflow ~ *§* Select Actions ~

Project FundID @ PFL-S
Fund Source Name *: CONO0S
Fund Source Code : CONOS

Fund Source Type : CON

Fund Source Category : I[PP ~
Default Fund Rule Name "t | 100% CONOS - IPP

Fund Description : A

Y

Account Number

Account Priority |CDNOS-CONOT-CONO4—CON02—EV‘

Select

Authorized Amount ($) : comus-cowm-commcomuz-comm

Figure 27: Selecting CON05-CON01-CON04-CON02-CONO03

While making payments using the Pay Estimate form, first uses funds from the fund source
CONO3, next from the fund source CONO02, and then from fund source CONO04, and so on.
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Scenario 3: This example illustrates how you can have multiple records in the Published workflow status
and then define account priority. For example, to define the account priority for the project fund source
CONO1 as CONO1-CONO02-CONO03-CONO04, perform the following steps:

a. Create four project fund sources and move them to Published workflow status.
PROJECT FUND LIST

.|':| New [ Workflow = ! Reports ~ E‘}T Excel Export ~ @ More ~

D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type
O PFL-4 COND4 CONO04 CON

O PFL-3 COND3 CONO3 CON

O PFL-2 CONO02 CONO2 CON

O PFL-1 CONOD1 CONDO1 CON

Figure 28: Published Project Fund Sources
b. Selectthe penultimate project fund source, and then click Edit.

PROJECT FUND LIST

@ view [l Delete & Workflow ~ &' Select Actions ~  [#] Reports ~ [& Mail Merge v ) More ~

D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description
D PFL-4 CONO4 CONO04 CON
PFL-3 . CONO3 CONO3 CON
] PFL-2 CONO02 CONO02 CON
D PFL-1 CONO1 CONO1 CON This project fun...

Figure 29: Using Edit Option
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c. Inthe PROJECT FUND LIST details page, the Account Priority drop-down lists the other CON funds
and existing chains appended with the current fund source in the beginning. Select the option
appended with lower priority fund source, thatis, CON03-CONO04, and then click Save & Exit.

PROJECT FUND LIST

[E) Save & Exit B Save & Continue @ Cancel M Workflow ~  “§" Select Actions ~ ‘ ’

Project Fund ID : PFL-3 —
Fund Source Name : CONO3
Fund Source Code : CONO3

Fund Source Type : CON

Fund Source Category :@ FLAP v
Fund Description : A

Y

Account Number : | 1516043027201.540.CN.V700.04.1

Account Priority :|CON03-CON04 N V‘
S

Select

Authorized Amount ($) : ‘CON03—CON01 I
CONO3-CONO02

Expended Amount ($) :| 1&elv=Eeel o7}

Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes : - hud

4

Figure 30: Selecting Account Priority for Penultimate PFL Record

d. Selectthe immediate next higher priority fund source CONO2 from the list page, and then click
Edit.

PROJECT FUND LIST

® view il Delete [ workflow v *L" Select Actions ~  [#] Reports v [@ Mail Merge v () More -

D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description
D PFL-4 CONO04 CONO04 CON
D PFL-3 CONO3 CONO3 CON
PFL-2 ¢ CONO2 CONO2 CON
O PFL-1 CONO1 CONO1 CON This project fun...

Figure 31: Using Edit Option
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e. Inthe PROJECT FUND LIST details page, the Account Priority drop-down lists the chain created
and other funds notincluded in any chain. Select the option appended with the required chain,
thatis CON02-CONO03-CONO04, and then click Save & Exit.

PROJECT FUND LIST
m Save & Exit B Save & Continue @ Cancel M Workflow ~  *§* Select Actions ~ + ¥
Project Fund ID : PFL-2 =
Fund Source Name “: CONO2
Fund Source Code : CONO2
Fund Source Type : CON
Fund Source Category : FLAP v
Fund Description : a
Y%
Account Number @ | 1516043027201.540.CN.V700.04.1
Account Priority :||Select v
Authorized Amount ($) :|/ cono2-CONO1
\ CONO2-CONO3-CONO4 J
Expended Amount($) : e— 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes A b
< &

Figure 32: Selecting CON02-CONO03-CONO04 as Account priority

f. Selectthe immediate next higher priority fund source CONO1 from the list page, and then click
Edit.

PROJECT FUND LIST

©® view [ pelete J Workflow v~ °§" SelectActions v  [4] Reports ~ [0 Mail Merge v (3 More -

(| U  ProjectFund ID Fund Source Name Fund Source Code Fund Source Type Fund Description
D PFL-4 CONO04 CONO04 CON
D PFL-3 CONO3 CONO3 CON
D PFL-2 CONO02 CONO02 CON
PFL-1 E CONO1 CONO1 CON This project fun...

Figure 33: Using Edit Option
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g. Inthe PROJECT FUND LIST details page, from the Account Priority drop-down list, select CONO1-
CONO02-CONO03-CONO04, and then click Save & Exit.

PROJECT FUND LIST
[a Save & Exit ['S Save & Continue @ Cancel m Workflow ~  °&" Select Actions = *
Project Fund ID : PFL-1 -
Fund Source Name *: CONOT
Fund Source Code : CONO1
Fund Source Type : CON
Fund Source Category FLAP v
Fund Description This project fund list for fund
source category FLAP.
v,
Account Number 1516043027201.540.CN.V700.04.1
Account Priority : ’Select Y v
Authorized Amount ($) : |W
Expended Amount ($) 0.00
Probable Expenditure ($) 0.00
Remaining Amount ($) 0.00
Natac & =
Y. b

Figure 34: Selecting CON07-CON02-CONO03-CONO04 as Account priority

While making payments using the Pay Estimate form, Masterworks first uses funds from the fund
source CONO04 and then from the fund source CONOS.

Now, let's assume that the fund source CONO04 has $500 remaining and the fund source CONO3
has $20,000 remaining. The fund source CONO04 funds an item, and it must be paid $1,000. In this
case, Masterworks automatically calculates and suggests using $500 from the fund source
CONO4 and $500 from the fund source CONO3. However, you can still override these suggested

amounts.

11.In the Notes field, enter appropriate notes for the project fund source.
12. Optionally, in the ATTACHMENTS section, upload or link related files.
For information on attachments, refer to Section 4.1. Attachments.

13. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to

save the record and continue on the same page. Click Cancel to discard the added information and

exit the page
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3.2.1.2. Approving a Project Fund Source Record

Prerequisites

e Anaccount numberis available.
e Therole of the logged-in user must be one of the following:

Administrator

Designer

Design Component Lead
Project Manager

A/E Lead Designer

A/E Designer

A/E Manager
Acquisitions
Construction Admin Staff

o 0 O 0o 0 o o o o ©

Construction Component Lead

Overview
This section explains the positive and forward workflow actions to reach the Approved workflow status.
To move the Project Fund Source record through the defined workflow, perform the following steps:

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

PROJECTS PROJECTS
Q, Iype to Search ¥ W o 41 Mew B workflow ~  [3] Reports ~ 8y ManageUsers By Mark Offine/Online &) More ~
i_] 0  Project Code Project Name Project Description Business Unit
Selart Project -
T T T T
E 4 Recent Projects - . . -
SIT IMT NP5 GLAC 14(4) 8 MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands
Al SIT - CA ERFO FS LSPDR 2022-1{1)
SIT MT NP5 GLAC 14(4) 8 MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
@ All Projects SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
|

Figure 35: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS
Q, Type o Search ® oW oA
ﬁ ST -CAERIO IS LEPDR2VE-1T) b

E General

Ui‘ =7 SIT- CA ERFO FS LSPDR 2023-1(1)

0

+ Dacuments
= Docurment Search
= Froject Reosort Gallory
u Project Calencar
— lund Managzment
u Project Zund List
w Project ~and Transaction
u Funding 2ulas
+ Sid bstimiale Informalion
+ sigdirg

+ Contracts

PROJECT DASHBOARD  H0J=01 iz | Al

iy Select Dashboard: Lis s ~  Made: | visw ~  fINew _FEdic (Il Delete £} SerAs Default

Reporl Viewer -
wdcer |10 Scheruie siter | [
VIcw REport

alternates |

Figure 36: Expanding Projects Folder

3. Inthe project navigation pane, expand the Fund Management folder, and then click Project Fund

List.

Q, Typeto Search

&
i
0
@

PROJECTS

SIT - CA ERFQ FS LSPDR 2023-1(1)
General
=7 SIT - CA ERFD FS LSPDR 2023-1(1)
+ Documents
® Document Search
m P’roject leport Gallery
= Projoct Calendar

= Fund Vanagement

= Project Fund List

= Project Fund Transacton
u Funding Rules
+ Bid kstimare Information
+ Bidding

+ Contracts

PROJECT FUND LIST

X v A .ﬂ New [ Warkflow - g Reports + [t Fxcel Fxport + @ Mare ~

. |:| g Project Fund ID Fund Source Name Fund Source Code Fund Source Type
D PFL-4 CONO4 COND4 CON
|:| PFL-3 COND3 CaNo3 CON
D PFL-2 COoND2 CaNO02 CCN
D PFL-1 COND1 CONDT CON

Figure 37: Navigation to Project Fund List
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The PROJECT FUND LIST page is displayed.

PROJECT FUND LIST

.ﬁ New H*_T Workflow - E] Reports ~ E"ir Excel Export - @ More = Y
D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

k4 4 7] &l &4
D y PFL4 CONO4 CONO4 CON CLINOQ101: ERFO
D PFL-3 CONO3 CONO3 CON Option X
D PFL-2 CONO2 CONO2 CON CLINOO101: ERFO
O PFL-1 CONO1 CONO1 CON CLINOO101: Non-ERFO

4 >

<] < RN > S

Figure 38: List Page of the Project Fund List Form

4. Inthe list page, select the appropriate record in the Draft workflow status, and then click Select

Actions.
PROJECT FUND LIST
_f Edit @ view T Delete [ workflow ~ | °§" Select Actions ~ | [#] Reports ~  [80 Mail Merge ~
il
|:| g Project Fund ID Fund Source Name urte Code Fund Source Type
Publish

-
PFL-4 :  CONo4 CONO4 CON
|:| PFL-3 CONO3 CONO3 CON
I:l PFL-2 CONO2 CONO2 CON
D PFL-1 COND1 CONOD1 CON

Figure 39: Workflow Action — Publish

5. Click Publish, and in the Masterworks dialog box, click OK.
The record is moved to the Published workflow status.
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6. Selectthe appropriate record in the Published workflow status, and then click Select Actions.

PROJECT FUND LIST

_f Edit @ View T Delete [ Workflow ~ | °§" Select Actions ~
[J & ProjectFundID Fund Source Name r@ode
) Approve
-

™ PFL-4 .  CONO04 CONO04

D PFL-3 CONO3 CONO3

O PFL-2 CONO2 CONO2

D PFL-1 CONO1 CONO1

[é_] Reports -

B0 Mail Merge +

Fund Source Type

CON
CON
CON

CON

Figure 40: Workflow Action — Approve

7. Click Approve, and in the Masterworks dialog box, click OK.

The record is moved to the Approved workflow status.

3.2.1.3.

Project Fund Source Workflow Status

The following table provides the workflow status (current and subsequent status) of the Project Fund

Source record.

For information on setting a workflow status to the next status, refer to Section 4.2. Workflow Status

Transitions.
Phase Current Action Stakeholders | Action Subsequent | Comments
Workflow Workflow
Status Status
1 Draft e Designer Publish Published Once the record is

e Acquisitions
e Construction

Admin Staff

e Construction
Component
Lead

e Administrator

e Project
Manager

e A/E Manager

e A/ElLead
Designer

e A/E Designer

e Design
Component
Lead

moved to the
Published workflow
status, Masterworks
automatically
creates

a 100% approved
funding rule named
100%

<Fund Source
Name><Fund
Source Category>
for CON fund source
types.

In the Published
workflow status, the
Fund Description,
Account Number,
and Account
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Phase Current Action Stakeholders | Action Subsequent Comments
Workflow Workflow
Status Status
Priority fields are
editable.
Additionally, the
Expended Amount
and Probable
Expenditure fields
are
editable for all non-
CON fund source
types.
2 Published e Designer Approve Approved To move the Project
e Acquisitions Fund Source record
e Construction to the Approved
Admin Staff workflow status,
e Construction ensure account
Component number is added.
Lead
e Administrator
e Project
Manager
e A/E Manager
e A/ElLead
Designer
e A/E Designer
e Design
Component
Lead
3 Approved e Designer Returnto | Published -
e Acquisitions Published
e Construction | Markas Inactive e Tomove the
Admin Staff Inactive Project Fund
e Construction Source
Component record to the
Lead Inactive
e Administrator workflow
e Project status,
Manager ensure no
e A/E Manager funding rules
e A/ELead using this
Designer fund source
e A/E Designer are
associated
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Phase Current Action Stakeholders | Action Subsequent Comments
Workflow Workflow
Status Status
e Design with any
Component Engineer's
Lead Estimate
items or sub
items.
Note: It does not
consider the
Engineer's
Estimate in the
Completed and
Archived
workflow status.
e Oncethe
record is
moved to the
Inactive
workflow
status, all the
funding rules
using this
fund source
are
automatically
moved to the
Inactive
workflow
status.
4 Inactive e Designer Returnto | Published Once the record
e Acquisitions Published is moved to the
e Construction Published
Admin Staff workflow status,
e Construction Masterworks
Component automatically
Lead creates a 100%

e Administrator approved funding
e Project rule named 100%
Manager <Fund Source

e AJ/E Manager Code> -
e AJE Lead <Incremental
Designer Number>for CON
e A/E Designer fund source
types. For
example, when a
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Phase

Current
Workflow
Status

Action Stakeholders

Action

Subsequent
Workflow
Status

Comments

e Design
Component
Lead

Project Fund List
record with Fund
Source Name
CON4 is
published, a
Funding Rule with
Rule Name 100%
CONO4 is auto-
generated. If the
fund source
CONO04 is marked
as Inactive, then
the fund rule
associated with it
is also set to
Inactive workflow
status. Now, if
you perform
Return to
Published
workflow action
on the same fund
source CONO04,
then a new fund
rule with the
name 100%
CONO04-1 is
automatically
generated in the
Approved
workflow status.

Note: Every time
the Return to
Published
workflow action
is performed, the
incremental
number for the
Fund Rule Name
increases by 1.
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3.2.2. Project Fund Transaction

The Project Fund Transaction form enables you to perform the following tasks:

e Authorize funds to the approved project fund sources.
e Remove funds from the project fund sources.

3.2.2.1. Managing Funds in a Project Fund Source

Prerequisites

e The project fund source must be in the Approved workflow status.
e The role of the logged-in user must be one of the following:

Administrator

Design Component Lead
Designer

Lead Designer

Highway Design Manager
Project Manager

A/E Designer

A/E Lead Designer

A/E Manager
Acquisitions

c O o 0O 0O o O 0 0 o0 o

Construction Component Lead
o Construction Admin Staff
For more information on role-specific permissions, refer to Table 3 - Fund Management

Permission Matrix.

Steps

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

PROJECTS PROJECTS
Q, Iype to Search X v oA 41 Mew [ workflow ~ [8] Reports ~ &y ManageUsers g Mark Offine/Online &) More ~
n f  Project Code Project Name Project Descripltion Business Unit
4 Selart Prejert -
.
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Mary Gla... Reconstructionof12 ..  Western Federal Lands

ﬂEEl 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands

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

Figure 41: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  'H0)=C1 LUz ALs
Q Type tasearch K WA iy SelectDashboard: b v Made: | visw v  [fINew _fEdic [0l Delete %} SetAs Defaul
ﬂ S -CAERIO IS LEPDR2023-117) b

Reporl Viewer

General
— Haricier ERET] Schadilal erer |
View nzport

[ =7 SIT-CAERFOFS LSPDR 2023-1(1) TS =
@ + Dacuments
= Docurment Search
= Froject Reosort Gallory
u Project Calencar
— lund Managzment
u Project Zund List
w Project ~and Transaction
u Funding 2ulas
+ Sid bstimiale Informalion
+ sigdirg

+ Contracts

Figure 42: Expanding Projects Folder
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3. Inthe project navigation pane, expand the Fund Management folder, and then click Project Fund

T i
ransaction.
PROJECTS PROJECT FUND TRANSACTION
Q, Type te Search X W oA gl New [ warkflow ~  [d Reports - Bt ExcelExport - (2 More - T
i'] — S . [0 B  AccountTransaction ID Trangaction Type Transaction Date Furd name Fund source Category
SIT - CA ERIG 75 LSPDR 2025111 -
MMy =
E ceneral " =
O PFT-S obligate 04/29/2024 COMO3 ERFO
] = ST cAERFC FSLSFDR 2023 11}
O PFT-2 Obligate 03/07/2024 CONOT FLTP
@ + Documents
O PFT-1 Obligate 03/07/2024 CONDZ ERFO

= Document 5carch
u Projact Zepot Gallery
= Project Calendar
— Tund VManagement

® Proectlund List

» Funding Rules
+ Cid Cstimare Infarmation
+ Bidcing

+ Contracts

Figure 43: Navigation to Project Fund Transaction

The PROJECT FUND TRANSACTION list page is displayed.

PROJECT FUND TRANSACTION

.D New }_T Workflow E] Reports [“it Excel Export - @ More - Y

D g Account Transaction ID  Transaction Type Transaction Date Fund Name Fund Source Category Fund Description
MM/ddiyyy

D PFT-3 Dbligate 04/29/2024 COND3 ERFO Option X

D PFT-2 Obligate 03/07/2024 CONO1 FLTP CLINGO101: Non-E

D PFT-1 Obligate 03/07/2024 COND2 ERFO CLINOO101: ERFO

4 »

QR ag Pege of

Figure 44: List Page of the Project Fund Transaction Form
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4. Click New.
The PROJECT FUND

PROJECT FUND TRANSACTION

[a Save & Fxit E; Save & Continue

Transaction ID

Transaction Type

Fund Source Name *:
Fund Source Category

Fund Description

Fund Source Code

Account Number

Amountin$ ™

Transaction Categary "

Transaction Date :

ATTACHMENTS

o &

I e o S U R o o

Nz Attachments avallable

Link Docurment Upload Docurnent

1 <Auto Generated>

: (@ obligate () De-Obligate

CONU2 =
i TRFO
: (CLINOD101: ERFO a

1 CONOD2Z

¢ 15B6062301103.A440.CN.15F1.05.

Fund Management
Participant Guide

TRANSACTION page is displayed.

® Cancel  [& Workflow - °L" Select Actions ~

1606000000

220241461
Transaction Categary 1 -
Wi

06/31/2024

Figure 45: Project Fund Transaction Page

On saving the record, the Transaction ID displays an automatically generated unique identification

code for the project fund transaction.

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

Field Name

Description

Transaction Type

Click the appropriate option as applicable.
e Obligate: To add funds to the selected fund source.
e De-Obligate: To remove funds from the selected fund source.

Fund Source Name

From the drop-down list, select a fund source name.

Available options are approved project fund sources.

For example, CONO1, CONO2, PEO1, CEAO01, etc.

Note: Based on the selection of the Fund Source Name, the values of
the Fund Source Category, Fund Description, Fund Source Code, and
Account Number fields are displayed.

Amountin $

Enter the appropriate positive amount.
Note: The Transaction Type determines whether the amount is to be
added to or removed from the selected project fund source.
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Field Name

Description

Transaction Category

Enter the appropriate transaction category.
The transaction category is automatically updated if there are any
transactions via Contract Modifications form.

Transaction Date

By default, the current date is displayed.
Optionally, from the drop-down list, select the date of the transaction.

6. Optionally, inthe ATTACHMENTS section, upload or link related files.
For information on attachments, refer to Section 4.1. Attachments.

7. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to

save the record and continue on the same page. Click Cancel to discard the added information and

exit the page.

3.2.2.2. Approving a Project Fund Transaction Record

Prerequisites

e Therole of the logged-in user must be one of the following:

o O O O

Administrator
Acquisitions
Construction Admin Staff

Construction Component Lead

e For CON fund source types, the contract items are not locked.

e Fornon-CON fund source types, irrespective of the locking of contract items.

Overview

This section explains the positive and forward workflow actions to reach the Approved workflow status.

To move the Project Fund Transaction record through the defined workflow, perform the following steps:

47




Federal Highway
Administration

Steps

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

PROJECTS PROJECTS
Q Iype to Search X W A 41 Mew [ Workflow ~ [3] Reports +
1 Project Code
I'] Selact Preject - 8 :

E A Recent Projects

ol
104

SIT MT NPS GLAC 14(4) & MT NP5- Test GL...

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

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

all Projects SITMT NPS GLAC 14(4) & MT NP5 GLACIER

SIT MT NPS GLAC 14(4) B MT NPS GLACIER

Eb Manage Users
Project Name

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

Rehabilitate Many Gla...

P& Mark Offline/Online

Project Description

Reconstruction of 12 ...
Reconstruction of 12 ...
Reconstruction of 12

Reconstruction of 12 ..

Figure 46: Navigation to Projects Module

@ More ~

Business Unit

Western Federal Lands
Western Federal Lands
Western Federal Lands

Western Federal Lands

Fund Management
Participant Guide

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

PROJECTS PROJECT DASHEOARD  [40J=Cl L= AL

Q, Type toscarch

[ =71 SIT CAERFOESLSPOR 20231(1)

o

X w

re iy Select Dashboard: Lis st

-CAERIO 5 L5MDR 2023-117) -

General
Fadder

Alternates [
+ Dacuments
= Document Search
= Froject Resort Gallory
® Project Calencar
— lund Managemenl
m Project Zund List
® Project -und Transactior
= Funding 2ules
+ sid kslimale Informalion
+ ziddirg

+ Contracts

~v  Made: | Wiz

sehadlal amrer

w

|

Figure 47: Expanding Projects Folder
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3. Inthe project navigation pane, expand the Fund Management folder, and then click Project Fund

T i
ransaction.
PROJECTS PROJECT FUND TRANSACTION
Q, Type te Search X W oA gl New [ warkflow ~  [d Reports - Bt ExcelExport - (2 More - T
i'] — S . [0 B  AccountTransaction ID Trangaction Type Transaction Date Furd name Fund source Category
SIT - CA ERIG 75 LSPDR 2025111 -
MMy =
E ceneral " =
O PFT-S Obligete 04/29/2024 CONO3 ERFO
] = ST cAERFC FSLSFDR 2023 11}
O PFT-2 Obligate 03/07/2024 CONOT FLTP
@ + Documents
O PFT-1 Obligete 03/07/2024 CONOZ ERFO

= Document 5carch
u Projact Zepot Gallery
= Project Calendar
— Tund VManagement

® Proectlund List

» Funding Rules
+ Cid Cstimare Infarmation
+ Bidcing

+ Contracts

Figure 48: Navigation to Project Fund Transaction

The PROJECT FUND TRANSACTION list page is displayed.

PROJECT FUND TRANSACTION

.D New ,}_T Workflow E] Reports « [“it Excel Export - @ More - Y

D g Account Transaction ID  Transaction Type Transaction Date Fund Name Fund Source Category Fund Description
MM/ ddfyyy =

D PFT-3 Obligate 04/29/2024 COND3 ERFO Option X

D PFT-2 Obligate 03/07/2024 CONOT1 FLTP CLINOO101: Non-E

D PFT-1 Obligate 03/07/2024 CONO02 ERFO CLINOO101: ERFO

4 »

QR ag Pege of

Figure 49: List Page of Project Fund Transaction

4. Inthe list page, select the appropriate record in the Draft workflow status, and then click Select
Actions.

PROJECT FUND TRANSACTION

_f Edit © View Tl Delete [ Workflow ~ | "§" Select Action e [#] Reports ~ [@ Mail Merge ~ (=) More ~

J
D g Account Transaction 1D Transactiol Transaction Date Fund Name
PFT-3 :  Obligate 05/31/2024 CONO3
D PFT-2 Obligate 05/31/2024 CONO1
|:| PFT-1 Obligate 05/31/2024 CONO2

Figure 50: Workflow Action — Approve
49



Federal Highway
Administration

5. Click Approve, and in the Masterworks dialog box, click OK.

The record is moved to the Approved workflow status.

3.2.2.3.

Project Fund Transaction Workflow Status

Fund Management
Participant Guide

The following table provides the workflow status (current and subsequent status) of the Project Fund

Transaction record.

For information on setting a workflow status to the next status, refer to Section 4.2. Workflow Status

Transitions.
Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
1 Draft e Administrator | Approve Approved If the Fund
e Acquisitions Source Type
e Construction is CON and
Admin Staff the contract
e Construction items are
Component locked, then
Lead the fund
transaction
cannot be
approved
manually
and an error
message is
displayed.
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3.2.3. Funding Rules

The Funding Rule form enables you to create funding rules for items. The funding rule enables
Masterworks to allocate funds from each fund source to meet the expenses incurred on the items during
the project execution.

Once a project fund source is approved, it automatically creates a 100% approved funding rule named
after the Default Fund Rule Name defined in the Project Fund List form. For example, 100% <Fund
Source Code>-<Fund Source Category>.

Additionally, you can create funding rules to define percentages of the fund sources to allocate to an
item. Each item can be associated with an approved funding rule that defines the disbursement
percentage of the item amount that is consumed from the project fund source.

Note: The Funding Rules feature is available only for the CON fund source types.

3.2.3.1. Creating a Funding Rule Manually

Prerequisites

The role of the logged-in user must be one of the following:
e Administrator
e Design Component Lead
e Designer
e |Lead Designer
e Highway Design Manager
e Project Manager
e A/E Designer
e A/E Lead Designer
e A/E Manager
e Acquisitions
e Construction Component Lead
e Construction Admin Staff
e Construction Operations Engineer
e Project Engineer
e Regional Engineer

For more information on role-specific permissions, refer to Table 4 - Fund Management
Permission Matrix.
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Steps:

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

PROJECTS PROJECTS
Q, Iype to Search X W A 41 Mew [B Workflow ~ [3] Reports + 8y Manage Users P Mark Offfine/Online ) More ~
n 0  Project Code Project Name Project Description Business Unit
Y Selart Preject -
T T T T
E A Recent Projects - . . -
SIT MT NP5 GLAC 14(4) & MT NP5- Test GL... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
i3] 5T - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
@ All Projects SIT IMT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla.. Reconstructionof 12 ... Western Federal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ...  Western Federal Lands

Figure 51: Navigation to Projects Module

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

PROJECTS PROJECT DASHEOARD  [40J=Cl L= AL

Q, Type to scarch X W A iy Select Dashboard: Lisse ~  Made: iz v  fInew _FEdic [ Delete £} Set As Default

"} 51 -CAERIO IS L5MDR 2023,

General
EE— Haddder 1113 Schadiilel srer |

[ =71 SIT CAERFOESLSPOR 20231(1) I =

@_ + Dacuments
= Document Search
= Froject Resort Gallory
® Project Calencar
— lund Managemenl
m Project Zund List
® Project -und Transactior
= Funding 2ules
+ sid kslimale Informalion
+ ziddirg

+ Cantracts
Figure 52: Expanding Projects Folder

3. Inthe project navigation pane, expand the Fund Management folder, and then click Funding Rules.

PROJECTS FUNDING RULES
Q, Typera Search ¥ W A flnew B wordlow ~ [ Reports + Bt Excelexport (2 More T
o - - - O rulein Rule Name Funding Rule Nates Is Default IsActive  Created By

SIT- CA ERFO F5 LSPDR 2023-1(1) =
coneral o o

[ ruL4 100% CONO4 - ERFO Auta-generated through Proje.

[l =57 cAERFO FS LSPDR 2022-101)
[ ruLs 100% COND3 Auto-generated through Proje...

.m + Dowumens
[ ruLz 100% COND? CLINOD101: Non-ERFO {Auto-ge...

= Dowumen. Searcn

[ ruLa 100% COND2 CLINOD101: ERFG (Auto-genera...

Project Repory Gallery

Project Calendar

Fund Managzment
® Project Fund List

= Project Fund Tranzacion

= Funding Rules

+

Bid Estimate Inlormatizn

+

Biduing

+

Conuracts

4
> e oo

Figure 53: Navigation to Funding Rules
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The FUNDING RULES list page is displayed.

FUNDING RULES

m Workflow - Lé] Reports ~ E‘\ﬁ Excel Export ~ @ More ~

[J Ruleld

RUL-4
RUL-3

RUL-2

O0O0ODO

RUL-1

4

-] < KN~ ]~

Rule Name

100% CONOD4 - ERFO
100% CONO3

100% CONDT

100% CONO2

Funding Rule Notes

Auta-generated through Project Fund Creation
Auto-generated through Project Fund Creation
CLINDD101: Non-ERFO (Auto-generated through...

CLINOD101: ERFO (Auto-generated through Proj...

Is Default
]
O
O
O

Created On

MMIddivyy x5

05/30/2024

04/25/2024

02/07/2024

02/07/2024

Figure 54: List Page of the Funding Rules Form
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4. Click New.
The FUNDING RULES page is displayed.

FUNDING RULES

[Q) save & Exit [g Save & Continue (X) Cancel [ Workflow ~ °§° Select Actions ~

Rule ID : <Auto Generated=

Rule Name *: | 100% CONO1

Notes : CLINOO101: Non-ERFO A
Y

DISTRIBUTION DETAILS

4
Fund Source Name Fund Source Code Fund Description Percentage(%)

CONOD1 CONO1 100.00

[

Figure 55: Funding Rules Page

On saving the record, the Rule ID displays an automatically generated unique identification code for
the funding rule.

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

Field Name Description
Rule Name Enter a rule name.
For example, 100% CONO1.
Notes Enter appropriate notes for the funding rule.
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6. To add distribution details of fund sources to a project, in the DISTRIBUTION DETAILS section,
perform the following steps:
a. Click Add.
The Project Fund List dialog box is displayed.
Available fund sources are published and approved project fund sources.

Project Fund List X
0 selected of total 3 Select All Records
D Fund Source Name Y | Fund Source Code Y | Fund Description Y
D CONO1 CONO1 This is project fund list for fund source category ... 4
O CONO2 CONO2
B CONO3 CONO3

v

gEoog -

Figure 56: Project Fund List Dialog Box

Select the appropriate fund sources, and then click Select.

To enter the percentage of the fund source to be used for an item, click the appropriate fund
source, and then click Edit.

The Edit Distribution Details dialog box is displayed.

Edit Distribution Details X

Fund Source Name : CONO1
Fund Source Code : COMND]

Fund Description : | This is project fund list for fund
source category FLAP.

Percentage(%) : 0.00

Save Cancel

Figure 57: Edit Distribution Details Dialog Box

d. Inthe Percentage(%) field, enter the percentage of the fund source amount to be used for an
item.

e. Click Save.
Note: Ensure the total of the percentages defined for the fund sources is 100.
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7. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.
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3.2.3.2. Copying a Funding Rule
Prerequisites
e Anapproved project fund source is available for the project.

For more information on approving a project fund source, refer to Section 3.2.1.2. Approving a
Project Fund Source Record.

e AFunding Rules record is available on the list page.

Overview

You can copy the details of an existing Funding Rules record to create a new funding rule. The workflow
status of the new record is set to Draft.

Steps

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

PROJECTS PROJECTS
Q 1ype to Search X W oA 4 New [ Workflow + [&] Reports ~ By ManageUsers I Mark Offline/Online () More +
n O  ProjectCode Project Name Project Description Business Unit
J Selact Praject -
.
A Recent Projects

SIT MT NPS GLAC 14(4) 8 MT MPS- Test GL... Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands

B SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 .. Western Federal Lands

G

all Projects SIT T NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Mary Gla.. Reconstructionef 12 .. Western Federal Lands

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

Figure 58: 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=C1 L= AL

Q, Type ma Search XK W A iy Select Dashboard: bis st ~  Made: | visw ~  fINew _FEdic T Delere #} Ser A Default

ﬂ ST -CAERIO IS LEPDR20Z3-1T) -

Reporl Viewer

General
— Haricier ERET] Schadilal erer |
View neport

[ =7 SIT-CAERFOFS LSPDR 2023-1(1) TS [l
g_ J + Dacuments
= Docurment Search
= Project Reosort Gallory
u Project Calenaar
— lund Management
u Project =und List
w Project ~and [ransaction
= Funding 2ulas
+ Sid bstimiale Informalion
+ sigdirg

+ Contracts

Figure 59: Expanding Projects Folder
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3. Expand the project folder, expand the Fund Management folder, and then click Funding Rules.

PROJECTS FUNDING RULES
O\ ype ta Search X WA qr.j New .EH Workflow ~ [i] Reports - E}Y Excel Export - @ Mare -
o - - - O rulein Rule Name Funding Rule Nates
SIT- CA ERFD F5 LSPDR 2023-1(1) hd
i hd i
General . . .
[ ruL4 100% CONO4 - ERFO Auta-generated through Proje...
Eﬂj "7 51T - CA ERFC F5 LSPDR 2023-1(1)
[0 ruLs 100% CONO3 Auto-generated through Proje...
.m. + Documenis
D RUL-2 100% COND1 CLINOO101: Non-ERFO (Auto-ge...
u Document Searcn
D RUL-1 100% COND2 CLINOO101: ERFO (Auto-genera...

® Proect Report Gallery

® Project Calandsr

= Fund Managzment
® Project Fund List

® Project Fund Tranzaclion

= Funding Rules

+ Bid Estimate Inlormativn
+ Bidding

+ Conuracts

Is Default

O M

O

(<] < IRl - |>]

Figure 60: Navigation to Funding Rules

The FUNDING RULES list page is displayed.

FUNDING RULES

.ﬁ New R_T Workflow - E] Reports ~ E‘if Excel Export ~ @ More ~
[J Ruleld Rule Name Funding Rule Notes

(7] (7] &l
D RUL-4 100% CONO04 - ERFO Autao-generated through Project Fund Creation
D RUL-3 100% CONO3 Auto-generated through Project Fund Creation
D RUL-2 100% COND1 CLINDD101: Non-ERFO (Auto-generated through...
|:| RUL-1 100% CONO2 CLINOD101: ERFO (Auto-generated through Proj...

4

-] < N> |-

Is Default

O &

O

Is Active

O M

Created On

MM/ ddivyy
05/30/2024
04/28/2024
02/07/2024

02/07/2024

Figure 61: List Page of the Funding Rules Form
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4. Inthe list page, select the appropriate record, and then click Copy.

FUNDING RULES
_F Edit @ view

[J Ruleip

a

RUL-4

RUL-3

RUL-2

000

RUL-1

Er Delete ,_ﬂ Workflow »

Rule Name

100% CONO4 - ERFO
100% CONO3

100% CONOD1

100% COND2

*L* selectactions ~  [#] Reports v | ) wmore ~ Y
Funding Rule Notes [ reated By
[E Mail Merge 4
£ Mark as Default
Auto-generated through Project F...

Auto-generated through Project F... e Mark Active/InActive
I, )
CLINCO101: Non-ERFO (Auto-gener... (R Augit Log

CLINOO101: ERFO (Auto-generated ...

Figure 62: Copy Funding Rule

A new Funding Rules record is created. The distribution details of funding sources in the
DISTRIBUTION DETAILS section are copied to the new record.
On saving the record, in the Rule ID field, an identification code for the fund rule is automatically

generated.

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

Field Name Description
Rule Name Enter a rule name.
For example, 100% CONO1.
Notes Enter appropriate notes for the funding rule.
Is Active Ensure the check box is selected to activate the funding rule.

Optionally, clear the check box to make the fund rule unavailable
for use in the project.

You can activate a funding rule at any pointin time. To activate a
funding rule, select the check box.

6. To add distribution details of fund sources to a project, in the DISTRIBUTION DETAILS section,
perform the following steps:

e To add distribution details, perform the following steps:

a. Click Add.

The Project Fund List dialog box is displayed.
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Available fund sources are published and approved project fund sources.

Project Fund List X
0 selected of total 3 Select All Records
D Fund Source Name Y | Fund Source Code Y | Fund Description W f
D CONO1 CONO1 This is project fund list for fund source category ... a
O CONO2 CONO2
O CONO3 CONO3

v

QEoog - -

Figure 63: Project Fund List Dialog Box

Select the appropriate fund sources, and then click Select.

To enter the percentage of the fund source to be used for an item, click the appropriate fund
source, and then click Edit.

The Edit Distribution Details dialog box is displayed.

Edit Distribution Details X

Fund Source Name :  CONO1
Fund Source Code : COMNDI

Fund Description : | This is project fund list for fund
source category FLAP.

Percentage(%) : 0.00

Save Cancel

Figure 64: Edit Distribution Details Dialog Box

d. Inthe Percentage(%) field, enter the percentage of the fund source amount to be used for an
item.
e. Click Save.

Note: Ensure the total of the percentages defined for the fund sources is 100.
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e To edit the existing distribution details, perform the following steps:

a. Clickthe appropriate record, and then click Edit.
The Edit Distribution Details dialog box is displayed.

b. Inthe Percentage(%) box, enter the percentage of the fund source amount to be utilized for an
item amount.

c. Click Save.
Note: Ensure the total of the percentages defined for the funding sources is 100.

e To delete the existing distribution details, click the appropriate record, click Delete, and then click
OK.

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

3.2.3.3. Approving a Funding Rule Record

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

e Administrator

e Design Component Lead

e Designer

e Project Manager

e A/E Designer

e A/E Lead Designer

e A/E Manager

e Acquisitions

e Construction Component Lead
e Construction Admin Staff

Overview

This section explains the positive and forward workflow actions to reach the Approved workflow status.
To move the Funding Rule record through the defined workflow, perform the following steps:
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Steps

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

PROJECTS PROJECTS
Q, Iypeto Search X W oA f1New [ workflow ~ [£] Reports ~ fp ManageUsers D Mark Offline/Online () More +
'x.] 0  ProjectCode Project Name Project Description Business Unit
Selact Praject -
T T T T
E A Recent Projacts - . . .
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Mary Gla... Reconstructionef12 .. 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... Reconstructionof12... Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands

Figure 65: 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=C1 L= 1AL

Q, Type to scarch X W A iy Select Dashboard: Lisse ~  Made: Visy ~  fINew _FFdic T Delete £3 Set As Default

"} S5 -CAERIOISLSMDRZ

General
—_— Fadder RREC sehadilal amrer

[4] =71 ST CAERFOESLSPOR 2023 1(1)

Alternates [
@& + Dacuments
= Documend Search
= Froject Resort Gallery
u Project Calencar
= lund Managzmenl
m Project Zund List
m Project -und Transactior
= Funding 2ules
+ sid tslimale Informalion
+ Siddirg

+ Contracts

Figure 66: Expanding Projects Folder

3. Inthe project navigation pane, expand the Fund Management folder, and then click Funding Rules.

PROJECTS FUNDING RULES
Q, Typera Search ¥ W oA flnew B wordlow ~ [ Reports + Bt Excelexport ~ (2 More T
t.j. - - - D Rule ID Rule Name Funding Rule Notes Is Default Is Active Created By

SIT- CA ERFO F5 LSPDR 2023-1(1) -
General o o

[ ruL4 100% COMO4 - ERFQ Auta-generated through Proje...

[l =57 cAERFO FS LSPDR 2022-101)
[ ruLs 100% CONO3 Auta-generated through Proje...

.m + Documents
D RUL-2 100% CONO1 CLINOO101: Non-ERFO {Auto-ge...

u Document Searcn

D RUL-1 100% CONO2 CLINOO101: ERFO [Auto-genera...

® Proect Report Gallery
= Project Calendar
= Fund Managzment

= Project Fund List

= Project Fund Tranzaclicn

= Funding Rules

+ Bid Esumate Inlormaiien
+ Bidding

+ Conuacis

4
> O oo

Figure 67: Navigation to Funding Rules
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The FUNDING RULES list page is displayed.

FUNDING RULES

.n New m Workflow - E] Reports ~ E‘Hﬂ Excel Export ~ @ More ~ Y

[J Ruleld Rule Name Funding Rule Notes Is Default Created On Is Act
a MM/ddiyyy C

D RUL-4 100% COMNO04 - ERFO Auta-generated through Project Fund Creation 05/30/2024

D RUL-3 100% CONO3 Auto-generated through Project Fund Creation 04/29/2024

D RUL-2 100% CONDT CLINDD101: Non-ERFO (Auto-generated through... 02/07/2024

|:| RUL-1 100% CONO2 CLINOD101: ERFO (Auto-generated through Proj... 02/07/2024

4 ]

-] < KN~ ]~ poge 1o

Figure 68: List Page of the Funding Rules Form

4. Inthe list page, select the appropriate record in the Draft workflow status, and then click Select
Actions.

FUNDING RULES

7 Edit © View [l Delete [ Workflow ~ | "§' Select Actions ~ | [#] Reports ~ € More ~ T

D Rule ID Rule Name E Notes Is Default Is Active Created By
— m 0

RUL-4 :  100% CONO4 - ERFO Auto-generated through Project F... O
D RUL-3 100% CONO3 Auto-generated through Project F...

[ ruL2 100% CONO1 CLINOO101: Non-ERFO (Auto-gener....

[J rutt 100% CONO2 CLINDO101: ERFO (Auto-generated ...

Figure 69: Workflow Action — Approve

5. Click Approve, and in the Masterworks dialog box, click OK.
The record is moved to the Approved workflow status.
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3.2.3.4. Inactivating and Reactivating a Funding Rule

Prerequisites

e Thefundingruleisin Approved or Inactive workflow status.

e Therole of the logged-in user must be one of the following:

Administrator

Design Component Lead
Designer

Lead Designer

Highway Design Manager
Project Manager

A/E Designer

A/E Lead Designer

A/E Manager
Acquisitions
Construction Component Lead
Construction Admin Staff

© 0O o 0 0o O o 0o o0 o o o

Fund Management
Participant Guide

For more information on role-specific permissions, refer to Table 2 - Fund Management

Permission Matrix.

Overview

Once the funding rule is approved, you can inactivate a funding rule. An inactive funding rule can be

reactivated.

Note: You cannot deactivate or reactivate CON fund rules that are associated with EE items in Final

Estimate workflow status.
Steps

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

PROJECTS PROJECTS
Q lype to Search X w oA 4',"_] Mew [ Workflow ~ @I Reports =
n 0  Project Code
. Selart Prajert -
E A Recent Projects
SIT MT NPS GLAC 14(4) & MT NP5- Test GL...
B SIT- CA ERFO FS LSPDR 2023-1{1)

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

G

All Frojects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER

SIT T NP5 GLAC 14(4) & MT NP5 GLACIER

8p Manage Users g Mark Offline/Gnline

Project Name

Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Mary Gla...

Rehabilitate Many Gla...

Project Description

Reconstructionof 12 ...
Reconstruction of 12
Reconstruction of 12 ..

Reconstruction of 12 ...

Figure 70: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  'H0)=C1 LUz ALs
Q Type tasearch K WA iy SelectDashboard: b v Made: | visw v  [fINew _fEdic [0l Delete %} SetAs Defaul
ﬂ S -CAERIO IS LEPDR2023-117) b

Reporl Viewer

General
— Haricier ERET] Schadilal erer |
View nzport

[ =7 SIT-CAERFOFS LSPDR 2023-1(1) TS =
@ + Dacuments
= Docurment Search
= Froject Reosort Gallory
u Project Calencar
— lund Managzment
u Project Zund List
w Project ~and Transaction
u Funding 2ulas
+ Sid bstimiale Informalion
+ sigdirg

+ Contracts

Figure 71: Expanding Projects Folder
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3. Inthe project navigation
PROJECTS

Q, Typcra Search X W A

I'j SIT- CA ERFD F5 LSPDR 2023-1(1) hd
General
Eﬂj "7 51T - CA ERFC F5 LSPDR 2023-1(1)
.m. + Documenis
u Document Searcn
® Proect Report Gallery
® Project Calandsr
= Fund Managzment
® Project Fund List

® Project Fund Tranzaclion

= Funding Rules

+ Bid Estimate Inlormativn
+ Bidding

+ Conuracts

4
> T 0 1)

Fund Management
Participant Guide

pane, expand the Fund Management folder, and then click Funding Rules.

FUNDING RULES

qr.j New .EH Workflow ~ [i] Reports - E}Y Excel Export - @ Mare - Y
O rulen Rule Name Funding Rule Notes Is Default Is Active Created By

o o
O ruLs 100% COND4 - ERFO Auta-generated through Proje ..
O ruLs 100% COND3 Auta-generated through Proje... O ]
O ruez 100% CAND? CLINODT01: Non-ERFO [Auto-ge...
O ruta 100% COND2 CLINOD101: ERFQ (Auto-genera... O ]

»

Figure 72: Navigation to Funding Rules

The FUNDING RULES list page is displayed.

FUNDING RULES
.cl New m Workflow ~ E] Reports

[J Ruleid Rule Name

- Rf Excel Export ~ @ More = Y

Funding Rule Notes Is Default Created On Is Act

O MM/ ddAyyy

D RUL-4 100% COMNO04 - ERFO Auta-generated through Project Fund Creation 05/30/2024
[J ruLs3 100% CONO3 Auto-generated through Project Fund Creation O 04/29/2024 [ |
D RUL-2 100% CONO1 CLINOD101: Non-ERFO (Auto-generated through... 02/07/2024
D RUL-1 100% CONO2 CLINOO101: ERFO (Auto-generated through Proj... 02/07/2024 u

4

-] <N~ ]~

>

Page 1 of 1

Figure 73: List Page of the Funding Rules Form
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4. Toinactivate a funding rule, perform the following steps:

a. Inthe list page, select the funding rule in the Approved workflow status, and click Select Actions.
FUNDING RULES

_J Edit © view [l Delete ] Workflow » | °f* Select Actions = | [#] Reports ~ [@1 Mail Merge ~

|:| Rule ID Rule Name Is Default Created By
Close
Mark As Inactive D
2 ruL2 :  100% CONO3- DAR 1 Proje... O Administrator
] RuLa 100% CONO2 - HRD Auto-generated through Proje... Administrator

Figure 74: Mark as Inactive

b. Click Mark As Inactive, and in the Masterworks dialog box, click OK.
The record is moved to the Inactive workflow status.
Note:

You cannot associate an inactive fund rule with items in the Engineer's Estimate (EE) form.
A fund rule that is already associated with an EE item cannot be deactivated. Ensure to
change the fund rule and mark a fund rule as inactive.

o You cannot deactivate or reactivate CON fund rules that are associated with EE items in
Final Estimate workflow status.

5. Toreactivate a funding rule, perform the following steps:

a. Inthe list page, select the funding rule in the Inactive workflow status, and click Select Actions.
FUNDING RULES

o,

Edit @ view [l Delete [ Workflow ~ | °§" Select Actions ~ | [4] Reports ~ [@0 M

[] RulelD Rule Name Is Default
Mark as Active

i ON

RUL-3 :+  100% CONO7 O

|:| RUL-2 100% CONOQ3 - DAR Auto-generated through Proje...

Figure 75: Mark as Active

b. Click Mark As Active, and in the Masterworks dialog box, click OK.
The record is moved to the Approved workflow status.
Note: On reactivating, a new fund rule is created with the same details as the prior rule. However,
the fund rule name is suffixed with an incremental number. For example: Deactivated fund rule is
named 100%CON1, and reactivated fund rule is named 100%CON1-1.
On reactivating, the prior rule is automatically moved to Archived workflow status.
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3.2.3.5.

Funding Rule Workflow Status

Fund Management
Participant Guide

The following table provides the workflow status (current and subsequent status) of the Funding Rules

record.

For information on setting a workflow status to the next status, refer to Section 4.2. Workflow Status

Transitions.
Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
1 Draft e Administrator | Approve Approved -
e Design
Component
Lead
e Designer
e Project
Manager
e A/E Designer
e AJ/ELead
Designer
e A/E Manager
e Acquisitions
e Construction
Component
Lead
e Construction
Admin Staff
2 Approved e Administrator | Mark As Inactive e You cannot
e Design Inactive associate
Component aninactive
Lead fund rule
e Designer with items
e Project in the
Manager Engineer's
e A/E Designer Estimate
o A/ELead form.
Designer e Afundrule
e A/E Manager thatis
e Acquisitions alread'y
e Construction a§S°C'ated
Component Y‘”th an EE
Lead item cannot
e Construction be ‘
Admin Staff deactivated.
Ensure to
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Phase

Current
Workflow
Status

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

change the
fund rule
and mark a
fund rule as
inactive.

e You cannot
deactivate
or
reactivate
CON fund
rules that
are
associated
with EE
itemsin
Final
Estimate
workflow
status.

Approved

<System
Automated>

Inactive

If a Project Fund
Source that is
used in the
Funding Rule is
moved to the
Inactive workflow
status, then the
system
automatically
moves the Funding
Rule to the
Inactive workflow
status.

Inactive

e Administrator

e Design
Component
Lead

e Designer

e Project
Manager

e A/E Designer

e AJ/ELead
Designer

Mark as
Active

Approved

On reactivating,
anew fund rule
is created with
the same
details as the
prior rule.
However, the
fund rule name
is suffixed with
an incremental
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
e A/E Manager number. For
e Acquisitions example:
e Construction Deactivated
Component fund rule is
Lead named
e Construction 100%CON1,
Admin Staff and reactivated
fund ruleis
named 100%
CON1-1.
Inactive < System - Archived On reactivating,
Automated> the priorrule is

automatically
moved to
Archived
workflow
status.
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3.2.3.6. Marking a Funding Rule as Default

Prerequisites

e The funding rule must be active.
e The funding rule must be in the Approved workflow status.
e Therole of the logged-in user must be one of the following:

Administrator

Design Component Lead
Designer

Lead Designer

Highway Design Manager
Project Manager

A/E Designer

A/E Lead Designer

A/E Manager

Acquisitions

Construction Component Lead
Construction Admin Staff
Construction Operations Engineer
Project Engineer

Regional Engineer

o 0O O o o O o oo O O o o o o

For more information on role-specific permissions, refer to Table 4 - Fund Management

Permission Matrix.

Overview
When you mark a funding rule as default, it is set as the default funding rule for items at the following
levels:

e Engineer's Estimate
e Contract Items

The fund rule helps to allocate funds from each fund source to meet the expenses incurred on the items
during the project execution.
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Steps

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

PROJECTS PROJECTS
Q, Iype to Search ¥ W o 41 Mew B workflow ~  [3] Reports ~ 8y ManageUsers By Mark Offine/Online &) More ~
i_] 0  Project Code Project Name Project Description Business Unit
Selart Project -

s [ = 7] 7] 7]

Recent Projecrs

SIT IMT NP5 GLAC 14(4) 8 MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands
Al SIT - CA ERFO FS LSPDR 2022-1(1)

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

SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands

Figure 76: 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=Cl Uiz IAILs

Q, Type ta search ¥ W A iy Select Dashboard: bs st ~  Made: | view ~ fInew _FEdic [0 Delete €5 Set As Default

"} 51 -CAERIO IS LSPOR2023-1171) -

General
E— Hadcer 1113 schadiilal srer |
View neport

[4] =7 SIT-CAERFOFSLSPDR 2023-1(1) TS [~
& + Documents
= Doturment Search
= srojec: Resor: Gallary
® Froject Calennar
— lund Wanagsment
®m Project Zund st
® Project und Iransactior
= Funding 2ules

nale Infermalion

+ Biddirg

+ Contracts
Figure 77: Expanding Projects Folder

3. Inthe project navigation pane, expand the Fund Management folder, and then click Funding Rules.

PROJECTS FUNDING RULES
Q Type o Search X W oA flnew [ workilow v [H] Reports + [t Excelexport + (2 wMore v T
i.]. - - - D Rule I Rule Name Funding Rule Notes Is Default Is Active Created By
SIT- CA ERFO F5 LSPDR 2023-1(1) i
' ] ] @ 0OE OB ]
D RUL-4 100% COMNO4 - ERFO Aura-generated through Proje...
Eﬂﬂ "7 51T - CAERFC TS LSPDR 2023-1(1)
D RUL-3 100% CONO3 Aura-generated through Proje...
.@. + Documents
D RUL-2 100% CONO1 CLINDDT01: Non-ERFO {Auto-ge...
u Dacument Search
D RUL-1 100% CONO2 CLINDD101: ERFO (Auto-genera...

® Project Report Gallery
u Proect Calandsr
= Fund Managamsnt

® Project Fund List

® Project Fund Transaclicn

® Funding Rules

+ Bid Estimate Informaticn
+ Bidding

+ Conuracts

4
> T H 1 -

Figure 78: Navigation to Funding Rules
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The FUNDING RULES list page is displayed.

FUNDING RULES
.|:| New m Workflow ~
[J RulelD

RUL-4
RUL-3

RUL-2

0000

RUL-1

<

(-] -]~

E] Reports - [’:lf Excel Export ~ @ More -

Rule Name

100% CONO4 - ERFO
100% CONO3
100% CONOD1

100% CONO2

Funding Rule Notes

Auta-generated through Project Fund Creation

Auto-generated through Project Fund Creation

CLINDO101: Non-ERFO (Auto-generated through...

CLINO0101: ERFO (Auto-generated through Proj...

Is Default Created On

D MM/ddiyyy

05/30/2024
O 04/29/2024
02/07/2024

02/07/2024

Figure 79: List Page of the Funding Rules Form

4. Selectthe appropriate funding rule to set it as the default funding rule.
5. Click More, and then click Mark as Default.

@ More ~

[@ Mail Merge

£% Mark as Default

ID copy

.g\i Mark Active/InActive

IR Audit Log

Figure 80: Using Mark as Default Option

=

Fund Management
Participant Guide

Is Act

C

>

Page 1 of 1

Note: To modify the default selection, click another fund rule, and then click Mark as Default.
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4. Appendix

4.1. Attachments

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

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

e 4.1.1. Attaching a File to a Form

e 4.1.2. Attaching a File to a Workflow

e 4.1.3. Accessing and Downloading Attached Files
e 4.1.4. Deleting Attached Files

You can annotate and delete attachments.

4.1.1. 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.
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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 ~

ALLUULIL INUIIVET

Account Priority
Authorized Amount ($)

Expended Amount ($)

Probable Expenditure ($)
Remaining Amount ($)

Notes

ATTACHMENTS

oS

0 v [ [otin [rae [y oo s

No Attachments available

12 10USDUL 7 LU 1.I9U.CINLY / UULUS. |

CONO03-CONO04 W

0.00

0.00

0.00

0.00

»

4

*%" Select Actions ~

Figure 81: Using Upload Document Option

The Open dialog box is displayed.

@ Open
&« = v N T « FHWA > Publishe.. b C
Organize ~ New folder

£ Home Name

Search Published PDF

1]
=)

Date modified

[%) A01_Library_Management_PG_ditamap-10001-..  5/24/2023 3:08 PM

(%) A01_Library Management_PG_ditamap-10002-..  5/25/2023 5:23 PM

il Desktop » L*j A01_Library_Management_PG_ditamap-10002-.,  5/25/2023 5:23 PM
8 Documents # [B 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
P8 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
3 videos » —_—

File name: All files

Open Cancel

Figure 82: Open Dialog Box
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2.

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

Click Open.
e Open
L > v R “
Organize = Mew folder
""} Home

Il Desktop *
B Documents #
4 Downloads #
PR Pictures 4
& Music *

H videos #

File name;

FHWA > FPublishe... b i Search Published PDF

MName

[£] A01_Library_ Management_PG_ditamap-10001-...
(%] AD1_Library_Management_PG_ditamap-10002-...
[+] A01_Library_Management_PG_ditamap-10002-...

P':I A0 _Library_Management_PG_ditamap-10004-_.,

AD1_Library_Management_PG_Draft

Adding_an_Engineers_Estimate_Iterm_dita-1000...

Adding_an_Engineers_Estimate_ltem_ditafddin...

1]

-

Fund Management
Participant Guide

P

o @

Date modified

32472023 308 PM

5/25/2023 523 PM

3252023 523 PM

23002023 11:04 AM

32942023 10:06 PM

= Al files

Open

Figure 83: Open Option

6,/21/2023 12:29 AM

6/15/2023 1:03 PM

Cancel

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

Elm_ e[|

Fund Management in
FHWA.docx

Link Document Upload Document

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

q

Figure 84: 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.

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

[@ save & Exit [ Save & Continue (%) Cancel [ Workflow v *&° Select Actions ~ + 3
ALLUUIIL INUTIINCT  « | 1D 10USDUL/ LU 1.O4U.CINLY 7 UU.US, | 7

Account Priority : CONO03-CON04 Y

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes -

Y%

ATTACHMENTS

o =S

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

No Attachments available

Link Document Upload Document

4

4

Figure 85: 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 86: Link Document Dialog Box
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2. Click Masterworks Document.

Link Document X

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

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

Figure 87: 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

Clear Search
E S il kit

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

Figure 88: List of Documents

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

e From the 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.
Link Document X

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

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

‘ Clear Search

No Link available

Figure 89: Using Search Option
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You can specify search criteria such as the extension of the file type, the date or time the file was
uploaded, the name or title of the file, or the username of the user who uploaded the file.
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 B Save & Continue ® Cancel m Workflow v *%* Select Actions ~ + ¥
a~
Account Priority : CONO3-CON04 v
Authorized Amount (S) : 0.00
Expended Amount (S) 0.00
Probable Expenditure (S) : 0.00
Remaining Amount (S) : 0.00
Notes : a
Y
ATTACHMENTS
Elm e e
Eundii i RESTORATION OF
lanagement in
ch Ll NORTHERN Dorument - FM ~  Mike Ross 07-27-2023 3:25 AM 12.77K8

FHWA.docx

RAILS/Documents

4

Figure 90: 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 : -

ATTACHMENTS

(=2

0 s [ [ [ owmty opss [ee

No Attachments available

Link Document Upload Document

v
4 >
Figure 91: 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 92: 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 Docurment O External Document

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

Figure 93: 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 de‘:‘&E[xl @ Cancel
-,
\

=

Title : FHWA Restoratinn of Northem Ra

New Document Select files

Template Document : [] (Usec as Template Document for Mall Merge)

Workflow @ Maons il

Figure 94: New Document Page

6. Touploadfiles, in the New Document section, drag and drop the appropriate files.
On uploading and saving the files, the files are uploaded to the selected folder in the Folder drop-
down list and linked to the respective form.

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

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

1. Inthe ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[@ save & Exit [ Save & Continue (%) Cancel [ Workflow v *&° Select Actions ~ + 3
ALLUUIIL INUTIINCT  « | 1D 10USDUL/ LU 1.O4U.CINLY 7 UU.US, | 7

Account Priority : CONO03-CON04 Y

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes : S

Y

ATTACHMENTS

I g g e e

No Attachments available

Link Document Upload Document

4

4

Figure 95: Using Link Document Option

2. Click External Document.

Link Document X

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

UrlfLink * | https://

Title :

Figure 96: Using External Document Option

3. Inthe 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.
5. Click OK.

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

>
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4.1.2. 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.

e‘ﬁ;’ <ue > SIT-TRINITY COUNTY HBP BRICG... ;> Fund Managerreat > Project Fund List
P
PROJECTS PROJECT FUND LIST
Q 1ype te search X v A _Fril ©View @ oeee [ Workilow » M reporis « B MailMerge @ More ~ D 7
i'_], ST TRINITY COLNTY HEP BRIDGES = 0O 8  Project Fund In Fund Source Name Fund Source: Cade Account Number Accaunl Priorily Workflow Stalus
1 ]
v I PILZ i cono2 conoz 1545060010407 S£0.C... CONO2-CONOT Published

g}ﬂ S50 - TRINIY COUN Y HBF BRIDEES
(m} PFL 1 conot CONOT 1586060010401 540.C... Published

& + Durument

= Document Search
= Project Repert Callery
= Project Calendar
— rund Management
= Project Fund Lisl

= Project rund Irarsaction
Figure 97: Using Select Actions Option

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

Maszeriarks x
Hoaes ©

et Dags T Complets for Newt Sape

=

ATTACHMIMNTS

O | File view Status

B AITaCTuTaenCs dmilabie

.

Figure 98: Masterworks Dialog Box
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3. Inthe ATTACHMENTS section, click Upload Document.
The Open dialog box is displayed.

<« 2> v N
Organize ~ New folder
% Home

il Desktop »
4 Documents #
+ Downloads #

PN Pictures »

« FHWA > Publishe... v O

Name

E'] A01_Library_Management_PG_ditamap-10001-..,
["} A01_Library_Management_PG_ditamap-10002-...
@ A01_Library_Management_PG_ditamap-10002-..,

(%) A01 _Library_Management_PG_ditamap-10004-...

[_1] A01_Library_Management_PG_Draft

Adding_an_Engineers_Estimate_Item_dita-1000...

Fund Management
Participant Guide

Search Published PDF y e

- O @
Date modified

5/24/2023 3:08 PM
5/25/2023 5:23 PM
5/25/2023 5:23 PM
5/30/2023 11:04 AM

5/29/2023 10:06 PM

6/21/2023 1229 AM

o Music » Adding_an_Engineers_Estimate_Item_ditaAddin..  6/15/2023 1:03 PM
£9 videos » - .
File name: All files v
Open Cancel

Figure 99: Open Dialog Box

4. To upload 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.
£ open x
o« = w0 D0 FHWA @ Publishe.., L il Search Published PDF L
Organize ~ New folder =- 0 @
% Home Name Date modified
A01_Library_Management_PG_ditamap-10001-...  5/24/2023 3:08 PM

(%] A01_Library Management_PG_ditamap-10002-...  5/25/2023 5:23 PM

Il Deskicp * E"] AD1_Library_Management_PG_ditamap-10002-..  5/25/2023 523 PM

[ pocuments # AD1_Library_ Management PG_ditamap-10004-.,  5/30/2023 11:04 AM

+4 Downloads # AD1_Library_Management_PG_Draft 5/28/2023 10:06 PM

PN Pictures * Adding_an_Engineers_Estimate_Item_dita-1000...  6/21/2023 12:29 AM

ﬁ Music * Adding_an_Engineers_Estimate_ltem_ditadddin..  6/15/2023 1:03 PM

H videos * —_—

File name: v All files =

Open Cancel

Figure 100: Using Open Option
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 -

Nares @ Approwed
Set Doys Te Complete for Next Stage 2 ®

ATTACHMENTS

File View Status Document Mame

Figure 101: 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 4.2.2. Viewing the Workflow History
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4.1.3. 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.
The form list page is displayed.

PROJECTS PROJECT FUND LIST
O». Type to Search K v oA a New R workflow ~ Igl Reparts - PJ Excel Export = @ More ~
[0 O ProjectFundiD Fund Source Name Fund Source Cade Fund Saurce Type Fund Description

ﬂ SIT - CA ERFO F5 LSPUR 2023-7(1) ~

General

D PFL-4 CONO4 CONO4 CON CLINQO101: ERFO
7|ﬂﬂ =71 517 - CAERFO FS LSPDR 2023-1(1)
- O PFL-3 COND3 COND3 CON Option X
@. + Decumerts
] PFL-2 CONDZ CONDZ CaN CLINOD101: ERFO
® Deacument Search
D PFL-1 CONO1 CONO1 CON CLINQO101: Nen-ERFO

= Froject Repert Gallery
= Froject Calendar
— Fund Management

= Project Fund List

= Project Fund Transactien

= Funding Rules

Figure 102: Project Fund List Page

2. Click More, and then click Attachments.

PROJECT FUND LIST

.ﬂ New R_T Workflow ~ Ig'] Reports ~ Ef Excel Export = @ More «

D g Project Fund ID Fund Source Name Fund So urce Type

% Customize List

@ 8 e B

O 8 pr4 conod COND4 B Audit Log

O PFL-3 conNo3 COND3 e
O PFL-2 COND2 COND2 CON
0O PFL-1 COND1 COND1 CON

Figure 103: Using Attachments Option

The attachments of all the records are listed.

PROJECT FUND LIST DOCUMENTS

@ Back @ More ¥

I e e e S e N
55 B3 ¥ X

MM/dd)| B @

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

Figure 104: List of Attachments

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

j Edit @ View '@' Delete m Workflow ~ [g] Reports ¥ @ Mail Merge ~

I:I Q Project Fund ID Fund Source Name Fund Source Code Fund Sq Description
: 2) Attachments
‘ . ‘ | 2, Audit Log P

II___-__-\

PFL-1 CONO1 CONO1 CON TS90

Figure 105: 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
‘0. Type to Search x ‘ A ﬂ New .ﬂ'_T Warkflow = E] Reports ~ [“J Excel Export ~ @ More =
t_] A _”‘ | [0 O Projectrundin Fund Source Name Fund Source Cade Fund Source Type Fund Description
SIT - R FS LS 23 -
omeral o \ M (T ] (T ] (T ]

O PFL-4 CONO4 CONO4 CON CLINQO1C1; ERFQ

OE =517 - CAERFOFS LSRDR 2023-1(1]
D PFL-3 COND3 COND3 CON Option X

@. + Decumenis
[ ] PFL-2 CONDZ CONDZ CON CLINGO101: ERFO

= Document Search

D PFL-1 CONOT CONOT CON CLINQO101: Non-ERFO

B Froject Report Gallery
= Project Calendar

= hund Management

= Project Fund Transaction

= Funding Rules
Figure 106: Project Fund List Page

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

PROJECT FUND LIST

j Edit ]Ef Delete [ Workflow ~ *§' Select Actions ~ B Reports v [g,ﬂ Mail Merge ~ @ More ~

D 8 Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

Figure 107: Using View Option
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The form details page is displayed.

PROJECT FUND LIST

_ﬂ' Edit ® Cancel J{I‘ Workflow ~

Project Fund ID

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

Fund Description

Account Number

Account Priority
Authorized Amount ($)

Expended Amount ($)

Probable Expenditure ($)
Remaining Amount ($)
Notes

ATTACHMENTS

: PFL-3
*: coNo3
: COND3
: CON
: FLAP
r'y
Y%

: 1516043027201.540.CN.V700.04.

1604000000.25255

: CONO03-CONO04

0.00

0.00

0.00

0.00

Fund Management
Participant Guide

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

Fund Management in

Read
O | @ ready FHWA.docx
D © Ready PFL with data.jpg NA

Figure 108: Project Fund List Page in View Mode
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3. Inthe ATTACHMENTS section, select the appropriate files, and then click 'i'.

PROJECT FUND LIST
_0' Edit @ Cancel [ Workflow ~ + ¥
a

Account Priority : CONO3-CONO4

Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes
Y
ATTACHMENTS

Iil oot st [

@ Re NA Mike Ross 07-27-2023 4:31 AM ’12.77KB
)8 gtuum ‘
D ® Ready PFL with data.jpg NA Mike Ross 07-27-2023 4:30 AM 92.13KB
v
4 >
Figure 109: Using Download Option
e To access and download files attached to a workflow:
1. Inthe navigation pane, click the appropriate form.
The form list page is displayed.
PROJECTS PROJECT FUND LIST
Q Type to Search K v oM a New ElT warkflow ~ Igl Reports ~ DJ Excel Export = @ More -
':.] ST CA ERFD F5 LSPDR Z0Z5.10] = D g Praject Fund 1D Fund Source Name Fund Source Code Fund Source Type Fund Description
General
- O PFL4 COND4 COND4 con CLINGO101: ERFO
O] =717 - CACRFOFS LSPOR 2023-1(1)
O PFL-3 COMO3 COND3 coN Optien ¥
@. + Dccumerts
D PFL-2 CONDZ2 COND2 CON CLINOD101: ERFO
 Prnmers Searen O PFL-1 COND1 COND1 CoN CLINGO101: Non-ERFO

= Project Report Gallery
® Froject Calendar
= rund Management

= Project Fund List

® Froject Fund Transaction

= Funding Rules

Figure 110: Project Fund List Page
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2. Inthe list page, select the appropriate record.
3. Inthe WORKFLOW group, click History.

PROJECT FUND LIST
_J Edit © View Tl Delete R Workflow ~ “& Select Actions ~  [4] Reports v+ [0 Mail Merge + ) More ~
D g Project Fund ID ind Source Code Fund Source Type Fund Description
£, Workflow User(s)

Figure 111: Using History Option

-_

The Workflow Status & History dialog box is displayed.

Workflow Status & History X
Workflow Status Hide ~
......... Selected Status —— Current Status

@ Published

Approve @
Workflow History Hide »

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

Action Status :

Action Completed

Action Status :

Action Pending

Figure 112: 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
@ Published 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

|

Figure 113: Using More Details Option

The History page is displayed.

HISTORY

@ Close
Record Identifier : PFL-4/CON04 a
Workflow Status Hide »

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

. Imclivc -

- ————————[>® puolished — [:E Approved

Publish Approve

T
[
‘

Warkflow History

Action Pencing | Action Completed [l Action Failed [l Workflow Completed

g Status Received On Action Action Notes Action On Action By

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

Figure 114: History Page
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5. Inthe ATTACHMENTS section, select the appropriate documents, and then click ‘i'.

HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 =
g Publishet 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07272023 5:32 AM =
4 G 4
Show Workflow History Report
ATTACHMENTS
3K
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
Fund Manzagement in .
NA Mike Ross 07-27-2023 5:32 AM 12.77KB

FHWA docx

Figure 115: Using Download Option

4.1.4. 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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1. To access the appropriate file attached to a form to be deleted, perform the following steps:
a. Inthe navigation pane, click the appropriate form.
The form list page is displayed.

45 epormer s varseraren
Q Federal Highway
Administration

Q Type to

PROJECTS

Search X WV A .ﬁ New m Workflow ~

ﬂ SIT - TRINITY COUNTY HBP BRIDGES

General

™91 SIT - TRINITY COUNTY HBP BRIDGES

@ &

Documents
Document Search
Project Report Gallery
Project Calendar

Fund Management

PROJECT FUND LIST

[J @ ProjectFundiD

=) PFL-2
O PFL-1

m Project Fund List

[#] reports v  [Bjt Excel Export ~

@ More ~

Fund Source Name Fund Source Code Fund Source Type

CONO02 CONO2

CONO1 CONO1

Figure 116: Project Fund List Page

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

PROJECT FUND LIST

.|r:| New

O 8

O 00 0

I workflow ~ E
Project Fund ID

PFL-4

PFL-3

PFL-2

PFL-1

Reports « Bf Excel Export = @ More -

Fund Source Name

CONO04

CONO3

COND2

CONO1

Fund So

=g Customize List

@ Attachments

CONO4 & Audit Log

CONO3 Ty
CONO02 CON
CONO1 CON

Figure 117: Using Attachments Option

CON

CON

urce Type

Various document management features are available for attachments.

PROJECT FUND LIST DOCUMENTS

O Back @ More ~

E] PFL-2 / CONO2 Project_Fund_List_Att

achments_FHWA

1

Angela PDF 7574.29 KB

Figure 118: List of Attachments
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2. To delete an attachment, select the appropriate file, and then click .

ATTACHMENTS

oL
Project Fund List Attac
3 © Ready Project_Fund_List_ =~ 4 12/14/2023 6:32 AM  7574.29KB
hments FHWA
Link Document Upload Document %

Figure 119: Using Delete Option

4.2. 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:

o 4.2.1. Performing Workflow Status Transitions
o 4.2.2.Viewing the Workflow History

e 4.2.3. Selecting Workflow Users

e 4.2.4. Associating a Workflow

4.2.1. 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.
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2. Perform any of the following steps, as applicable:
e 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 120: Selecting a Record

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

PROJECT FUND LIST

T Delete  °° SelectActions ¥ (D More v

§  Proectiund i +und Sourze Code Fund Source lype Fund Description Account Number Accoun: Priority Worktlow Status

0 | & | [ ]l [ 7]

Figure 121: Multiple Records with Same Status

e Select the appropriate record, and then click Edit.

PROJECT FUND LIST

@ view 10 Detete [l wiorkfiow »  *L' SelectActions v [8] Repors +  [®1 MallMerge + €D More v

D g Froject Fund 1D Fund Source Name Func Source Code Fund Source Type Fund Description Account Number Account Priority Workflow Status
| | 7| T Il \II |} | T LT | T}
FFL-4 CONO4 COND4 15F0A 14(4) Funding 15AT302601404 R40.C... Approved
FFL-2 CONO2 COND2 FLAF Funding MT NPS GLAC 14.. 1517302601404 540.C..  CONO2-CONO4 Approved

Figure 122: Editing a Record
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The Project Fund List page

PROJECT FUND LIST

® Cancel 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 (5)

Original Authorized Amount (5)

Expended Amount (%)

Probable Expenditure (%)
Remaining Amount (5)

MNotes

3. Click Select Actions * /o~

PROJECT FUND LIST

.i.

is displayed.

Select Actions

: PFL-4
: COND4
: COND4

: CON

: GADA

15F0A 14(4) Funding
S T

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

F Edit ® vView [0 Delete [ Workflow - | °J' Select Actions - |l§| Reports = B0 MailMerse - & More -
O B  ProjectFund ID Fund Source Name| Fund Source Type Fund Description Account Number
Relurn Lo Published
Mar< as Inactive,
(m] PFL4 coNod L con 15RO 14(4) Funding 15AT3026C1404 R4C.C..
PEL3 CoNO3 CONO3 con FLAP Funding MT NPS GLACIZR... 1517303700141 540.C...
a PFL2 CONO2 COND2 CON FLAP Funding MT NPSGLAC 14... 1517302501404 340.C...

Account Priarity

COND2-CONCA

Figure 123: Using Select Actions Option — List Page
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PROJECT FUND LIST

@ Cancel M Workflow ~ || *L* select Actions ~

Project Fu Return to Published

Mark as Inactive

Fund Source N

Fund Source Code

Fund Source Type

Fund Source Category

Fund Description

Account Number

Account Priority

Authorized Amount (%)

ariginal Authorized Amount (3)

Expended Amount ($)

Probable Expenditure ($)
Remaining Amount ($)

Notes

: CONO4

¢ CON

: GADA

: [15F0A 14(4) Funding “

& s

t 15A7302601404 R40.CN.15F0.30

1730001426 25255

Figure 124: Using Select Actions Option — Details Page

Available actions are based on the definition of the associated workflow.

The Masterworks dialog box is displayed.

MasterWorks

Notes :| Validated the information added for the fields.

Set Days To Complete for Next Stage : 2

ATTACHMENTS

0 e e oottty [ e

No Attachments available

Upload Document

@

Figure 125: Masterworks Dialog Box
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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.
Note:

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

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

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

MasterWorks b

Notes :  Validated the information added for the fields.

Set Days To Complete for Next Stage :| 2 @

ATTACHMENTS

o e S e o ey
No Attachments available
[ oc | e |

Figure 126: Set Days To Complete for Next Stage

6. Optionally, inthe ATTACHMENTS section, you can upload or link related files.
For information on attachments, refer to Section 4.1. Attachments.
You can access these documents from the Workflow History dialog box. For more information, refer to
Section 4.2.2. Viewing the Workflow History.
7. Click OK.
Note:

e You cannot revert certain workflow status to the previous workflow status.
e You cannot edit or select certain fields in a form based on the current workflow status of the
record.
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4.2.2. Viewingthe 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

_i Edit @ View @ Delete ﬁ_] Workflow ~  °§’ Select Actions ~ [‘:'] Reports ~ @ Mail Merge ~ @ More ~

D 'Q Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

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

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

Figure 127: Selecting a Record

2. Click Workflow, and then click History.

PROJECT FUND LIST

J Edit © view T Delete | [ workilow = | *f' selectActions ~ [4] +
[OJ 8 PprojectFund D nd Source Code
i@ History
_»‘2‘-, Workflow User(s)
PFL-4 : NO04
D PFL-3 CONO3 CONO3

Figure 128: Using History Option
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The Workflow Status & History dialog box is displayed.

Workflow Status & History X

Workflow Status Hide ~

--------- Selected Status e CUrrent Status

@ Published 4')} 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 :
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 129: 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.

3. Toview the complete workflow history, click More Details.
Workflow Status & History b 4

Workflow Status Hide -

......... Selected Status e Current Status

@ Published 4[# Approved

Approve  @p——————————|

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

I More Details I

Figure 130: More Details option
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The History page is displayed.
@) Close
R TL-ACONOA — -

o Selecled SlUs  — CurTEnt Stalus

Sublish approve
< »
Workflow History Hide A

Action Pending | Actian Complerec [l Action Failed Bl Werkflow Camalersd

D staws Received On Action Action Notes Action On Action By

= - =0 E

Dralt 07-26:2023 7:34 AM Publish 07 26-20237:34 M User1d
Figure 131: History Page

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.

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 er: PHL-M/CONUS o

Workflow Status Hide ~

______ Selected SiEtus

Current Status

_— -

. |—'f‘E

rublizh @ Approve @1 | mmrmmmmmemeees
RS

L] ]

Workflow History Hide ~

Actlon Zznding action Comgletzd [l Acton Falled [ Workflow Completed
B suatus Reczived On Action Action Notes Action Cn Action By Action By User Name Action Mes
Approved 117212023 8:37 AM
1 3

Show WorkHow History Report

Figure 132: 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.
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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 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM =
>
Show Workflow History Report
ATTACHMENTS
&
Uploaded By Uploaded Date File Size

File View Status  Document Name Url/Link Title

Figure 133: Clicking Document Name

The documentis opened in the application viewer.

VIEWER

@® Back [l save  eZ Print

Edit ~ View - Page - Interactive ~ Annotations ~
e« [1 |/ g am - alpEe R EEI D
el :
. Pages .
o, (I
Participant
Guide
FUND MANAGEMENT
: IN FEDERAL
o HIGHWAY
—— ADMINISTRATION
77Page2
aurige’ ’Ij”
MASTERWORKS
® = ; ‘ . )
¢ BB EBEBAE /¥ A HENENZLQL e FR2T

Figure 134: Viewing a Document in the Application Viewer
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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 Publishec 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM =
1 T y I >
Show Workflow History Report
ATTACHMENTS
0
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
v NA Mike Ross 07-27-20235:32AM  1277KB
v

Figure 135: Using Show Workflow History Report Option

The Workflow History Report is displayed.

WORKFLOW HISTORY REPORT

@ Back g Subscribe

4 4 Do"1 P P E Find | Next mv L7 ﬁ

Workflow History Report

Record Name: |Project Fund List Record Details: |Fund Source Name
Project Code: |Aurigo SIT MT NPS Project Name: |Aurigo - Test Rehabilitate Many
GLAC 14(4) & MT NPS Glacier Road & Many Glacier
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 |2:28 AM
Designer,A/E AM

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

Figure 136: Workflow History Report Page

104



Federal Highway Fund Management
Administration Participant Guide

4.2.3. Selecting Workflow Users

Prerequisites
Workflows are published for the form.

Overview

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:
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

.ﬁ New R{T Workflow ~ [g] Reports ~ ["\;T Excel Export ~ @ More ~
D 1) rce Name Fund Source Code
X & Associate
&, Workflow User(s) |
D U 90 Show Pending On User(s) CONO4
m I i CONNR

Figure 137: 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-- ¥

Nete: “#indicates the smage h=< an acnon —-Selecl- he Acticn ro move the warkflow ™ nax sTage

Custom Project Fund List
Figure 138: Published Workflows

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

Workflow User(s)
Available Workflows : | Custom Project Fund List 5
|:| Stage Role User Name First Name
v Stage: Draft
w Role: Acquisitions

D Draft Acquisitions Rama_Acquisitions  Rama

D Draft Acquisitions Ryanp_Acquisitions Ryan

D Draft Acquisitions Shirley_Acquisitions Shirley

D Draft Acquisitions Dean_Acquisitions ~ Dean

D Draft Acquisitions Antony Antony

mn2345673910...um

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

Save

Figure 139: List of Stakeholders

4

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

steps:

Fund Management

Participant Guide
X
Last Name
K
a
Phillips
Anderson
Umathum
v
]
Page 1 of 18

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

PROJECT FUND LIST

Edit €& View

J
O @

Reports «

E Delete

Project Fund 1D

m

B workflow -

i ind Source Code
@ History

.%a. Workflow User(s)

INO2

COND1 I}

Figure 140: Using Workflow User(s) Option

O PFL-2
PFL1 :

COND1
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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

D Stage Role User Name First Name Last Name
G
) a
v Stage: Inactive
v Role: Acquisitions
|:| 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 [ 4

mn = A 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 141: 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. Selectthe users for each stage to add to the workflow.

Workflow User(s) X

Workflow assigned for record:  Custom Project Fund List

| stage Role User Name First Name Last Name

IApproved l . IAdministratoﬂ . ‘ '

Approved Administrator kishor Kishor

3 | | |

D Approved Administrator Ramadevi Ramadevi

[ Approved Administrator Beale_Administrat... Beale Sspencer

— - - < s s . . . . e e m . - . .
« |
nn@ 2 3 4 5 & 7 8 nu Page 10f8

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

Ex

Figure 142: Using Filter Option

w

Optionally, you can filter the users using the following filters:

e Stage
e Role
o UserName
o First Name
e LastName
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.
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4.2.4. 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.

(‘ Federa Highway
@ Administration
PROJECTS PROJECT FUND LIST
O\ Type to Search X Vv A .n New &] Workflow ~ I_é_] Reports ¥ ["it Excel Export ~ @ More ~
ﬁ = m D E.l Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES v
¥ T T Y
E General . . . .
D PFL-2 CONO02 CONOQ2 CON

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

m Project Calendar

— Fund Management

m Project Fund List

Figure 143: Selecting a Form

2. Click Workflow, and then click Associate.

PROJECT FUND LIST

ﬂ New m Workflow ~ B Reports v Bf Excel Export v @ More ~

[:] g rce Name Fund Source Code
“
&, Workflow User(s)
D "‘ 90 Show Pending On User(s) conot
O 08 rre oo CONO3

Figure 144: Using Associate Option
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The Workflow Association dialog box is displayed.
workflow Assaciation X
DEFAULT WORKFLOW :

Custom Project Fund List
WORKFLOW OVERRIDE FOR THIS PAGE:

Mo Workflow Associated

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

‘ —Select—- hd ‘ Apply

Figure 145: 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 ANEW 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 :

—Select—

Custom Project Fund List

FHWAProject_WF
Project_WF

Figure 146: Using Applying a new Workflow for this List Page and Module Option
Available options are the published workflows for the respective form.

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 Assodation x

DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

FHWAProject_WF

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE:
—Select— ~ Apply

Figure 147: Updated Workflow Override for this Page Field
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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.

X

Workflow Association
DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE =

FHWAProject_WF Remove

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE:
Figure 148: 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.

111



	Fund Management
	1. Disclaimer 
	2. Introduction to Using the Participant Guide 
	3. Fund Management  
	3.1. Global Fund Sources 
	3.1.1. Defining Global Fund Sources 
	3.1.2. Approving a Global Fund Source Record 
	3.1.3. Global Fund Source Workflow Status 

	3.2. Project Fund Management 
	3.2.1. Project Fund Sources 
	3.2.1.1. Defining Project Fund Sources 
	3.2.1.2. Approving a Project Fund Source Record 
	3.2.1.3. Project Fund Source Workflow Status 

	3.2.2.  Project Fund Transaction 
	3.2.2.1. Managing Funds in a Project Fund Source 
	3.2.2.2. Approving a Project Fund Transaction Record 
	3.2.2.3. Project Fund Transaction Workflow Status 

	3.2.3.  Funding Rules 
	3.2.3.1. Creating a Funding Rule Manually 
	3.2.3.2. Copying a Funding Rule 
	3.2.3.3. Approving a Funding Rule Record 
	3.2.3.4. Inactivating and Reactivating a Funding Rule 
	3.2.3.5. Funding Rule Workflow Status 
	3.2.3.6. Marking a Funding Rule as Default 



	4. Appendix 
	4.1. Attachments 
	4.1.1. Attaching a File to a Form 
	4.1.2. Attaching a File to a Workflow 
	4.1.3. Accessing and Downloading Attached Files 
	4.1.4. Deleting Attached Files 

	4.2. Workflow Status Transitions 
	4.2.1. Performing a Workflow Action 
	4.2.2. Viewing the Workflow History 
	4.2.3. Selecting Workflow Users 
	4.2.4. Associating a Workflow 






