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

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

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

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

The Participant Guide helps you get started with the process of setting up a new contract, progress
tracking, and billing and payments, and quickly navigating through the various key processes of contract
execution.

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle
of a contract. Field selections, other than the ones used in this guide could

possibly lead to a varied contract workflow and may not be covered in this guide. For additional
information on the application, refer to the User Guide/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. Construction Management

The Contracts module provides a comprehensive, flexible, full-featured, and intuitive system to manage
contracts in a project. Its user-friendly features guide you through the complete contract process, from
initial set up and analysis to implementing the contract, tracking progress, and estimating payments.

The highlights of the Contracts module are:

e Enables an authorized user to create contracts, assign contractors, and track work progress

e Provides an efficient approval process with instant notification of approvals

e Streamlines the management of changes in contract

e Electronic forms prevent redundancy and manual errors, and save time in updating field
information

e Instant access and search based on a variety of parameters to monitor contracts

e A comprehensive reporting feature to create and publish reports for contracts

e Invitation-based accessibility to contract information

3.1. Accessing Contract Dashboards
Overview

Contract dashboards provide a quick view of contract information. You can access a contract only if you
are invited to that contract. Based on the roles assigned to you, only selected information is displayed.

Steps

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

PROJECTS PROJECTS
Q, Iype to Search ¥ w o 41 Mew [ workflow ~ [3] Repors ~ 8y ManageUsers B Mark OffinesOnline &) More ~
i.] §  Project Code Project Name Project Description Business Unit
Selart Project - )
4 Recent Projects

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

i3l 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 NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands

Figure 1: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.

Q, Type o Search X W A iy Select Dashboard: Lissc ~  Made: | visw ~  4lNew _FEdit T Delete % Set As Defaulr

ﬂ 51 -CAERIO IS L5PDIRR2023-1(T) -

General
—_— Fidder RREC sehadilel smrer

[4] T SIT-CAERFD F5 LSPDR 2023.1(1)

Reporl Viewer

|

altermates [ ]

,@ + Daruments

Ducuiment Search

Frojec: Resort Sallery

Project Calennar

— lund Management
m Project Sund List
w Project —und ransactior
® Funding 2wles
+ Sid sstimale Informalion
+ Biddirg

+ Contracts
Figure 2: Expanding Projects Folder

3. Expand Contracts, click the contract.
The CONTRACT DASHBOARD page is displayed.

PROJECTS CONTRACT DASHBOARD | CORIHALCT DETAILS

Q, Type o Search ¥ W oA i select Contract surmary Dashbosrd ~  Mode: view ~ 4§ 7 o By SetAs
m Dashboard: New Edit Delete Default
5IT- CAERFD F5 LSPDR2023-1(1) | = i .
paeeree—
General -_J 0l m - =
& .
- CONTRACT SUMMARY DASHBOARD
‘m | — SIT-CAERFO TS [SFDR 2.
+ Configuratiors Estimated To Date Amount § 2,497,028.56
= Contract items Paid to Date $ 1,803,309.28
+ Progress Tracking Retalnages $ 37,500.00
Lgress o
Total Current Authorized Construction Amount $ 6,620,948.83
Billings & Payment
o+ Bilings & Payments Construction Probable Amount $ 3,007,837.41
= Contract Modifizations Deficit % (3,523,111.42)
» Submirtzls Total Current CE/CE-CI Expenditures $ 0.00
. Total Probahle CE/CE-CI Expenditures $ 0.00
= Cantract fcport Gallery
Current Days Used 338
+ Subcanrrac Percent Work Completed 80.61%
® Cantracl Closeaut Status Percent Time Used 7161%

Figure 3: Contract Dashboard

4. From the Select Dashboard drop-down list, select the appropriate dashboard to view.
The following dashboards are available:

e Contract Summary Dashboard

e Grand Pay I[tem Summary
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CONTRACT DASHBOARD  CONTRACT DETALS

[y select Dashboard: Contract surimary Cashboard ~  Mode: view v flNew _¢g Edit il Delete £} Set As Default
[1 of1 B> =

CONTRACT SUMMARY DASHBOARD

Kor Facos e

Estimated To Date Amount s 2,497,028.56
Pald to Date H 1,803,309.28
Retainages s 37,500.00
Total Current Authorized Construction Amount S 6,620,948.83
Construction Probable Amount s 3,097.837.41
Deficit 5 (3,523,111.42)
Total Current CE/CE-CI Expenditures H 0.00
Total Probable CE/CE-C| ExpendItures S 0.00
Current Days Used 307
Parcent Work Completad 80.61%
Percent Time Used 65.04%
Total Claim Amount Paid ($) $0.00
Total Clalms Pald Post Closure of Contract ($) $0.00
Total Subcontract Amount $323,000.00
Subcontract % of Contract 4.88% v

Figure 4: Contract Summary Dashboard

CONTRACT DASHBOARD  CONIRACT I LA
[iJ select Dashboard: Crand Pay ll=m Summary Dashboard ~| Mode: view v 1 New _FEdit Tl Delete %} Set As Default
Schedule  [A z v om= v

Pay Item Mo |AQ020 15101 0000 MOBILIZATION, ﬂ Sort By | Line Kumber Ascending

Filler Hy w
1 o2 b P B~ =
Grand Pay Item Summary Dashboard
Original Amount: Revised Cantract Amount: Submitted Postings Amount: Ta Date Adjustments: Estimated Current Payment: Paid To Data:
L P FERES S0, 520,34 87 0400 SaBL /S 414,568, 18 $1,803, 340978
Contract Quantities Revised Q Sub d Item Postings Current Quan
Line # Quantity | Unit Price ‘ Pay Units | Amount ary | Amount any ‘ Amount Current | Paid To Date | To Dats
Pay Item #; 15107-2000 CME: Pay Item Type : & Description : MOZILIZATION
AT | A\I| n,w'n‘wnm | H;n_m':,n-1| “‘:'?"| E'!}II_N:J‘\'I| fl,l:lll‘ mnﬂ‘ [IE\Il[?l JEEX r-,'.|
Pay Item # 1 152070000 cme: Pay Item Type : ¥ Description : CONSTRUCTION SURYLY AND §
An | A\I| n,w'n‘ [ | Febls 1 ‘|| “‘:'?"| o ;1:‘1| BX: :m‘ mnﬂ‘ ncuml [Eae !10|
Pay Item # 1 153070000 cme: Pay Item Type : ¥ Description : CONIRAC O QUALIY LORTE
T T T T T T T T T
4 [ 3

Figure 5: Grand Pay Iltem Summary Dashboard
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3.1.1. Contract Dashboards
Contract Summary Dashboard

The Contract Summary Dashboard provides information on the estimated amount, paid amounts,
retainage, expenditures, probable amounts, claim amounts, and so on.

CONTRACT DASHBOARD  CONTRACT DETAILS

liy Select Dashboard: Contract Summary Dashboard v Mode: View v 41 New _f Edit

Contract Summary Dashboard A

R @

CONTRACT SUMMARY DASHBOARD

Estimated To Date Amount < 322,085.69
Paid to Date $ 39,286.13
Retainages $ 10,542.11
Total Current Authorized Construction Amount % 2,763,873.33
Construction Probable Amount $ 2,782.907.88
Deficit $ 19,034.55
Total Current CE/CE-CI Expenditures $ 0.00
Total Probable CE/CE-CI Expenditures % 0.00
Current Days Used 399
Percent Work Completed 11.57%
Percent Time Used 138.06%
Total Claim Amount Paid (%) $0.00
Total Claims Paid Post Closure of Contract (%) $0.00
Total Subcontract Amount $584,878.58
Subcontract % of Contract 21.16%

Figure 6: Contract Summary Dashboard

The Contract Summary Dashboard displays the following information:

Field Name Description

Estimated To Date Amount Sum of all the item postings that are in the Submitted and
Approved workflow status.

Paid to Date Sum of Net to be Paid from all the approved pay estimates.
Retainages Sum of Item Level Retainages + Adjustments with Type
Retainage Value=A+B

9
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Field Name Description

Where,
A =Sum of all previously held retainages — (Release Previously
held + Retainage this PE for each item).

For each item the latest instance of it from the Pay Estimates
must be considered.

B = Sum of Previously Held Retainages + (Adjustment this PE -
Release Previously held Retainage for all Adjustments of type =

Retainage from the latest PE).

Note: PE = Pay Estimate

Total Current Authorized Sum of all Project Fund List, that is, the Authorized Amount for
Construction Amount CON type fund sources.

Construction Probable Sum of Probable Amount for all the contract items +

Amount Adjustments from the latest Pay Estimate irrespective of its

workflow status.

Note: Only users with permission defined in the Additional
Permissions Setup catalog of the library can view this field.
Deficit Itis calculated as: Construction Probable Amount - Total
Current Authorized Construction Amount

Note: If the deficit is negative, it is displayed and negative sign
is not displayed.

Total Current CE/CE-CI Sum of Expended Amounts for fund type = CE + Cl
Expenditures
Total Probable CE/CE-CI Sum of Probable Amounts for fund type = CE + ClI

Expenditures
Note: Only users with permission defined in the Additional
Permissions Setup catalog of the library can view this field.
Current Days Used Itis calculated as:

e [fTime Count Stopped Date is available, then (Time
Count Stopped Date — Start Date — Interim stoppage
days + 1)

e [fTime Count Stopped Date is not available, then
(Current Date — Start Date - Interim stoppage days + 1)

Note: The contract’s selected calendar is used for day
calculation.

Percent Work Completed Itis calculated as: Estimated To Date Amount + Construction
Probable Amount (in %).

10
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Field Name

Description

Percent Time Used

Itis calculated as:

e [fTime Count Stopped Date is available, then (Time
Count Stopped Date — Start Date — Interim stoppage
days + 1) + Revised Calendar Days (in %)

Note: Revised Calendar Days = Original Calendar Days
+ Change in number of days

e If Time Count Stopped Date is not available, then
(Current Date — Start Date — Interim stoppage days + 1)
+ Revised Calendar Days (in %)
Note: The calendar selected for the contract is used for
calculating the days. The same formula holds good for
completion date contract.

Total Claim Amount Paid ($)

Sum of all Approved Claims paid, that is, Total Claims Paid ($)
from the Contract Details page.

Total Claims Paid Post
Closure of Contract ($)

Sum of all Claims approved post approval of Final Pay
Estimate, that is, Total Claims paid post closure of Contract ($)
from the Contract Details page.

Total Subcontract Amount

Sum of the Current Subcontract Amount ($) from the latest
Approved versions from the Request for Sublet Work form.

Subcontract % of Contract

(Sum of Subcontract Amount from the latest approved version
for all subcontractors + Contract Amount from Contract ltems)
x 100

11
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Grand Pay Item Summary Dashboard

The Grand Pay Iltem Summary dashboard provides information based on the Schedule, Pay Item No, and
CM# selected.

CONTRACT DASHBOARD COMTRACT DETAILS

iy Select Dashboard: Grand Pay ltem Summary Dashboard v Mode: View v 41 New _g Edit

Grand Pay item Summary Dashboard

Schedule

A

()

Pay Item No | A0020 15101-0000:MOBILIZATION, )

Filter By

L Jor2 b M

~

@~ &=

CM #

Sort By

Project Code: UAT - CA ERFO FS LSPDR 2023-1(1)

Line Number - Ascending

Grand Pay

Project Name: UAT - Black Mountai

Original Amount:

Revised Contract Amount:

Submitted Postings Amount:

To Date Adju

$2,763,873.33 $2,763,873.33 $167,244.95 (54,542,
Contract Quantities Revised Quantities

Line # Quantity Unit Price Pay Units Amount aTy Amoul
Pay ltem # : 15101-0000 CM # : Pay ltem
AQ020 All $1.00] LPSM $328,790.44 100% $32¢
Pay ltem # : 15201-0000 CM & Pay ltem
A0040 All $1.00|LPSM $56,571.31 100% $5¢
Davw Htarm # - 152070000 A - Dz lfam

x|

Figure 7: Grand Pay Item Summary Dashboard

By default, a dashboard is displayed. To view specific information, provide the appropriate information in

the fields, as described in the following table:

Field Name

Description

Schedule

From the drop-down list, select the appropriate option.
Available options are all schedules from containers in the

Contract Items page.

12
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Field Name Description

Pay Item No From the drop-down list, select the appropriate option.
Available options are pay items from the Contract Items page.

CM# By default, all items irrespective of impact by any CM # is be

displayed.
Optionally, from the drop-down list, select the specific CM #.
Only items impacted by the CM is displayed.

The following information is displayed:

Field Name

Description

Project Code

The code of the project.

Project Name

The name of the project.

Contract Number

The number of the contract.

State

The state of the project.

Original Amount

Original Approved Contract Value.
Itis calculated as: Sum of Original Qty x Unit Price for All Contract
Items

Revised Contract Amount

Sum of Current Amount for all the Contract Items.

Submitted Postings
Amount

Total amount of postings in the Submitted workflow status.

To Date Adjustments

Displays value based on the past and current Pay Estimates
irrespective of their workflow status.

Estimated Current
Payment

Itis calculated as: To Date Progress - Paid To Date

Paid To Date

Itis calculated as: Paid to date x Unit Price + Adjustments To Date for
approved Pay Estimates only

To Date Progress

Itis calculated as: Total amount of all approved item postings +
Adjustments

Probable Amount

Sum of Probable Amounts from Contract Items. The probable amount
includes adjustments as well.
Note: Only users with permission defined in the Additional

13
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Field Name

Description

Permissions Setup catalog of the library can view and update this
field.

Percent Work Completed

Itis calculated as :
To Date Progress + Probable Amount x 100

The grid displays the following information:

Posting

Section Field Name Description

- Pay Iltem # The pay item number of the item.

- CM# The contract modification number of the item.

- Pay Item Type The pay item type of the item.

- Description The description of the item.

- Line # The line number of the item.

Contract Quantity Original Contract Quantity available at the time of locking

Quantities the contract item.
If the unit of the item is LPSM or CTSM, then the value is
All.

Contract Unit Price The unit price of the item.

Quantities

Contract Pay Units The unit of the item.

Quantities

Contract Amount Itis calculated as: Unit Price x Quantity

Quantities

Revised QTY Original Contract Quantity + any approved contract

Quantities modification for the respective item.
If the unit of the item is LPSM or CTSM, then the value is
100%.

Revised Amount Itis calculated as: Unit Price x Revised Quantities: QTY

Quantities

Approved ltem QTY Sum of Approved Item Posting Quantities for the respective

Pay Item.

14
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Section Field Name Description

Approved ltem Amount Itis calculated as: QTY x Unit Price from the approved item
Posting posting.

Current Current Sum of all the quantities for the item in all the pay estimates
Quantities in Approved workflow status.

This quantity is calculated as posted quantities that were
included in pay estimates and is not inclusive of any item
level hold/retainages i.e. Net Qty should be considered =
(Posted Qty — Hold Qty This PE) + Previously Held Qty

Release
Current Paid To Date Sum of all the quantities for the item in all the pay estimates
Quantities in Approved for Payment or Paid workflow status.

The paid quantity is calculated as posted quantities that
were included in pay estimates and is not inclusive of any
item level hold/retainages. i.e Net Qty should

be considered = (Posted Qty — Hold Qty This PE) + Previously
Held Qty Release

To Date Progress | Itis calculated as: Current To Be Paid + Previously Paid Qty

Amount Amount corresponding to the To Date Qty.
- Comp % Itis calculated as: To Date Amount + Probable Amountin $
in %
Probable Probable QTY The probable quantity of the item.
Quantities Note: Only users with permission defined in the Additional

Permissions Setup catalog of the library can view and
update this field.

Probable Probable Amount | Amount corresponding to the Probable Qty.
Quantities
Note: Only users with permission defined in the Additional
Permissions Setup catalog of the library can view and
update this field.

- O/U % Itis calculated as: To Date Amount + Probable Amount in $
in %

Note: Only users with permission defined in the Additional
Permissions Setup catalog of the library can view and
update this field.

15
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The adjustment grid displays the following information:

Field Name Description

Adjustment Type The appropriate information is retrieved from the latest pay
estimate in any workflow status.

Description The appropriate information is retrieved from the latest pay
estimate in any workflow status.

Fund Rule The appropriate information is retrieved from the latest pay
estimate in any workflow status.

Adjustment Amountin $: The initial adjustment amount when this adjustment was created.
Original This information is retrieved from the latest pay estimate in any
workflow status.

Adjustment Amountin $: The Previously Held Amount in $ from the latest pay estimate.
Previous

Adjustment Amountin $: The Net Adjustment from the latest pay estimate.

Current

Adjustment Amountin $: Itis calculated as: Adjustment Amount in $: Previous + Adjustment
To Date Amountin $: Current

Probable Amountin $ The appropriate information is retrieved from the latest pay

estimate in any workflow status.

Note: Only users with permission defined in the Additional
Permissions Setup catalog of the library can view and update this
field.

O/U% Itis calculated as: To Date Amount + Probable Amountin $in %

16
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3.2. Contract Setup

The Contracts module enables you to create a contract that includes setting up the contract attributes,
establishing zero estimate, managing prime contractor and sub-contractors, tracking progress using
contractor daily records, inspector daily records, and daily diaries, progress payments, contract
modifications, sub-contracting, document management, submittals, and claims management.
Additionally, Masterworks Mobile application enables you to track the daily progress and update item
postings at the worksite.

To create a contract, you must provide all necessary contract-related information. Once it is created, you
must import the awarded bid to work with the contract items. Additionally, you can add contract items
manually only if the Solicitation Procedure in the published advertisement is defined as Design-Build or
Letter Contracts.

You can access the contract only if you are invited to it. The modules or forms available toyouin a
contract are based on the roles assigned to you in the project and in the contract.

You can manage the following contract-related tasks in a project:

e (Create Contracts

e |mport awarded bid to contract

e Manage contract users

e FEdit contract details

e Add prime contractor to contract

e Manage key contacts

e Add contractitems

Contracts Permission Matrix

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

Table 1: Table 1 - Contract Details

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

Component Lead

Construction Admin Yes Yes Yes Yes
Staff

Construction Engineer | - - Yes -
Highway Construction | - - Yes -
Manager/QA QC

17
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Role Create Edit View Audit Log

Construction - - Yes -

Contractor CDRs only

Construction - - Yes -

Contractor Basic

Construction - - Yes -

Contractor QC

Manager

Construction - - Yes -

Contractor Manager

Construction - Yes Yes -

Operations Engineer

Inspector - - Yes -

Assistant Project - - Yes -

Engineer

Project Engineer - Yes Yes -

Regional Engineer - - Yes -

Construction - - Yes -

Inspection A&E

Manager

Inspector A&E - - Yes -

Assistant Project - - Yes -

Engineer A&E

Project Engineer A&E - - Yes -
Table 2: Table 2 - Contractors

Role Edit View Audit Log

Administrator Yes Yes Yes

Construction Yes Yes Yes

Component Lead

18
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Role Edit View Audit Log

Construction Admin Yes Yes Yes

Staff

Construction Engineer | - Yes -

Highway Construction - Yes -

Manager/QA QC

Construction - Yes -

Contractor CDRs only

Construction - Yes -
Contractor Basic

Construction - Yes -
Contractor QC Manager

Construction - Yes -
Contractor Manager

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 A&E - Yes -
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Table 3: Table 3 - Key Contacts

Construction Part A
Participant Guide

Role

Create

Edit

View

Delete

Audit Log

Administrator

Yes

Yes

Yes

Yes

Yes

Construction
Component
Lead

Yes

Yes

Yes

Yes

Yes

Construction
Admin Staff

Yes

Yes

Yes

Yes

Yes

Construction
Engineer

Yes

Highway
Construction
Manager/QA

QC

Yes

Construction
Contractor
CDRs only

Yes

Construction
Contractor
Basic

Yes

Construction
Contractor QC
Manager

Yes

Construction
Contractor
Manager

Yes

Construction
Operations
Engineer

Yes

Yes

Yes

Yes

Inspector

Yes

Assistant
Project
Engineer

Yes
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Construction Part A
Participant Guide

Role Create Edit View Delete Audit Log
Project Yes Yes Yes Yes -
Engineer

Regional Yes Yes Yes Yes -
Engineer

Construction - - Yes - -
Inspection A&E

Manager

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

Engineer A&E

Project Yes Yes Yes Yes -
Engineer A&E

3.2.1 Creating a Contract

Prerequisites

e Abid must be in the Awarded workflow status.

The bidding process is handled via the Advertisement, Amendment, e-Bidding module, and Bid

Opening and Review forms. The bid gets awarded in the Bid Opening and Review form. For more

information, refer to M05 Acquisitions and e-Bidding PG.

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

o Administrator
Construction Component Lead
o Construction Admin Staff

For more information on role-specific permissions, referto Table 1- Contract Details

Permission Matrix.

Overview

A project can have only one contract associated with it. You can create a contract only after a bid is

awarded. After a contract is created, you cannot delete it.

You can enter contract details that include basic contract information, and attach contract-related

images and files.
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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 oA 41 Mew [ workflow ~ [8] Reports ~ 8y ManageUsers  [g Mark Offline/Online &) More ~
5 0  Project Code Project Name Project Description Business Unit
I'] Selart Project ~

Recent Projecrs

.

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Mary Gla... Reconstructionof 12 ... Western Federal Lands
i3l 5IT - CA ERFO FS LSPDR 2023-1(1)

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

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

Figure 8: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  "40J=C1 Dz 1AILs
Q, Type o scarch X W A iy Select Dashboard: Lissc ~  Made: | Visw ~ finNew _FFdit T Delete %5 Ser As Default
B s cmosionzzm - . "
1z
- Fadder 113 Schadulal arer ‘
[ =7 SIT-CAERFD S LSPDR 2023-1(1) eEES >

@ + Noruments
= Documenl Search
= Frojec Resort Gallory
u Project Calencar
= lund Managzment
m Project Sund List
m Project-und Transaction
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts
Figure 9: Expanding Projects Folder

3. Inthe navigation pane, click Contracts.
The CONTRACTS LIST page is displayed.

PROJECTS CONTRACTS LIST

Q, Type 1o Search X v oA B workliow ~ € More ~ B

o = e [J § contractName Cantract # Mezsurement System  Contract Time Type Send Reminders for C...  Send Reminders for DR Prime Contracior
SIT - CA FRIO TS | SPRM 2033-1(1) -

E General O [ [

Ko recerds o dsplsy

1] = cow

R 2023 71(7)(1)
@ + Decuments
= Decument Search

= Project esor Gallers

Project Calendar

+

Fune Maragement

+

Fod Fatirmnale Information

+ Beding

Contracts

»

’ <] < JEN - ]

Figure 10: List Page of Contracts
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4. Click New.
NEW CONTRACT
[@ savesExit [ Save &cContinue  (¥) Cance!
Projact Code

m
Contract# : 633ZAF24C000004
Task Order# :

Measurement System *: uscus DrAry

Description :

Document Folder Structure = Wil Covisl ruclion e

Contract Status :

Wark Type Description

Field Office Address :

H workflow »  °L* se

3 SIT CAERFOFS LSPDR 2023 1(1)

lect Actions ~

Project Name

*
Contract Name " ©

Award Date : O

Created Date

Contract Time Type "t ¢

Construction Part A
Participant Guide

: SIT Black Meuntain Road

- CAFRIG T515PDR 2023-11)

Solicitation Procedure © hepuliats/RrT

Total Claims Paid (5) : U.00

Total Claims paid post closure of : £.00
)

Contract (S
Ficld Office Contact#

In Litigation? : []

Disputed? : []

Sond emails to PE for Submitcals : [

Figure 11: New Contract

The NEW CONTRACT page displays the following information:

Section Field Name Description
- Project Code The identification code of the project.
Project Name The name of the project.
Contract # Defined in the Contract # field of the
awarded bid in the Bid Opening and
Review form.
Task Order # Defined in the Task Order # field of the
awarded bid in the Bid Opening and
Review form.
Measurement System Defined in the Measurement System field
of the project.
Contract Status Upon saving the record, the current
workflow status
of the contract.
Note: The value is updated based on the
workflow validation defined in the Section
3.2.7.
Contract Workflow Status.
Award Date The value as defined in the Award Date field
of the
awarded bid in the Bid Opening And
Review form.
- Created Date The current date at the time of creation of
the contract.
Solicitation Procedure The value as defined in the Solicitation
Procedure
field in the published advertisement.
CONTRACT TIME Original Calendar Days The Calendar Days at the time of creating
the
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Section Field Name Description

contractis displayed.

Once a contract modification is created,
this field

value will not change.

Original Completion By default, it displays the Current

Date Completion Date.

In the Contract Time Type field, if Calendar
Days

is selected, then the Original Completion
Date is

calculated as Time Start Date + Original
Calendar

Days - 1

Once a contract modification is created,
this field

value will not change.

Change in Number of Initially, it shows no value.

Days When contract modifications are created, it
displays

the sum of all Change in Number of Days
as

defined in the Change in Calendar Days or
Change

in Working Days field, as applicable.

5. Inthe MAIN tab, provide the appropriate information in the fields, as described in the
following table:

Section Field Name Description
- Description Enter a brief description of the contract.
Document Folder From the drop-down list, select the
Structure document folder

structure for the contract.

Based on the selected document folder
structure,

a set of folders and documents is created in
the

Documents folder of the contract.
Work Type Description Enter a description of the work type.
Field Office Address Enter the address of the field office.
Send Reminders for CDR | Select the check box to ensure that
reminder emails

are sent to complete Contractor Daily
Records

(CDR).
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Section Field Name Description
Reminders are sent until the contract is
moved to

the Completed workflow status.

Note: Upon selecting the check box, the
CDR

Reminder Timeframe (hrs) field is
displayed

with the default value. Alternatively, you can
modify the value as necessary.

Send Reminders for IDR | Select the check box to ensure that
reminder emails

are sent to complete Inspector Daily
Records (IDR).

Reminders are sent until the contract is
moved to

the Completed workflow status.

Note: Upon selecting the check box, the
IDR

Reminder Timeframe (hrs) field is
displayed

with the default value. Alternatively, you can
modify the value as necessary.

- Contract Name Enter a unique name for the contract.
Contract Time Type From the drop-down list, select the
appropriate type.

Available options are Calendar Days and
Completion Date.

The Contract Time Type must be selected

to update
the contract time.
Send emails to PE for Select the checkbox to ensure notification
Submittals emails
are sent to users assigned with the Project
Engineer
role for approving the submittals.
Field Office Contact # Enter the phone number of the field office.
In Litigation Select the check box to ensure that the
contractis in litigation.
Disputed Select the check box to ensure that the
contractis disputed.
Contract Time Calendar Note: The project calendar is displayed as a
default value.
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Section Field Name Description

Optionally, from the drop-down list, remove
the calendar for the contract. If the project
calendar is selected, then the Calendar
Days field changes into Working Days field.
The Working Days fields displays the
number of days calculated from the
selected Start Date to the Current
Completion Date of the contract. If no
calendar is selected, then the Calendar
Days field displays the number of days
calculated from the selected Start Date to
the Current Completion Date of the
contract.

Time Start Date By default, the current date is displayed.
Optionally, from the calendar drop-down
list, select

the date the contract begins.

Note: Time Start Date cannot be later than
Current Completion Date.

Calendar Days By default, it displays the number of days
between the Start Date and the Current
Completion Date. Based on the option
selected in the Contract Time Type field,
the value in the Calendar Days field is
updated.

* Inthe Contract Time Type field, if
Calendar Days is selected, then the
Calendar Days field transforms into
an editable field and you can enter
the number of days as necessary.
Once the contract items are locked,
you cannot edit the Calendar Days
field.

* Inthe Contract Time Type field, if
Completion Date is selected, then
the Calendar Days field displays the
number of days based on the
calendar selected in the Calendar
field. If any calendar is selected,
then the Non-working Days
specified in the calendar are
excluded from the calculation.

If any calendar is not selected in the
Calendar field, then the Calendar Days
field displays the difference in days
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Section Field Name Description
between the Start Date and
Current Completion Date.

Note: If there are any approved contract
modifications, the Calendar Days field
displays the updated days including the
change in days from the latest approved
contract modification.

Current Completion By default, itis calculated as: Time Start
Date Date + 5 years

Based on the option selected in the
Contract Time Type field, the value in the
Current Completion Date field is updated.

* Inthe Contract Time Type field, if
Completion Date is selected, then
the Current Completion Date field
transforms into an editable field.
From the Current Completion Date
calendar drop- down list, select the
appropriate date. Based on the
selected date, the value in the
Calendar Days field is updated.

* Oncethe contract items are locked,
you cannot edit the Current
Completion Date field.

* Inthe Contract Time Type field, if
Calendar Days is selected, then the
Current Completion Date field is
calculated as Time Start Date +
Working Days Note: If there are any
approved contract modifications, the
Current Completion Date field
displays the updated date from the
latest approved contract
modification

Time Count Stopped From the drop-down list, select the time

Date count stopped date.

Optionally, to clear the time count stopped

date, click Reset.

Construction Started From the calendar drop-down list, select

Date the date the construction starts.

Notice to Proceed Date From the calendar drop-down list, select

the date when the work can commence.
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Section Field Name Description

Note: The notice to proceed may be
received

even before the time start date. This can be
used for reporting purposes.

Estimated Completion From the calendar drop-down list, select an
Date estimated date for completion of the
contract. This field is used when the user
wants to set a targeted date irrespective of
what the Current Completion Date is going
to be.

Note: Ensure this field is updated regularly
for reporting purposes.

Period of Performance From the calendar drop-down list, select

From Date the start date for the performance period
post contract close-out.

Period of Performance From the calendar drop-down list, select

To Date the end date for the performance period

post contract close-out.

Warranty Period (days) Enter the number of days for which the
warranty is provided.

Actual % Work Enter the percentage of the actual work
Completed completed. This field is used when the user
wants to enter the percentage of
construction work completed.

Note: Ensure this field is updated regularly
for reporting purpose.

6. To update the stop time during the contract execution, in the INTERIM TIME STOPPAGE section,
perform the following steps:
Note: The information added in this section has no impact on the calculation of contract days.
However, you can use it for reporting purposes.
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1. Click Add.
NEW CONTRALCT
[0 Save & Exit [§ Save& Continue (®) Cancel [3] workflow »  ** SelectActions -

INTERIM TIME STOPPAGE

=y
e ——

No recards ta dlsplay

=1 =

Figure 12: Interim Time Stoppage Section

The New Interim Time Stoppage dialog box is displayed.

New Interim Time Stoppage X

Stoppage: Start Date *: | 072412024
Stoppage: End Date *: | 07/24/2024
Stoppage Days : 1

Stoppage Reason 4

Save Cancel

Figure 13: New Interim Time Stoppage Dialog Box

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

Field Name Description

Stoppage: Start Date From the calendar drop-down list, select the start date for the
stop time.

Stoppage: End Date From the calendar drop-down list, select the end date for the
stop time.

Note: Upon selecting the details in the Stoppage: Start Date
and Stoppage: End Date fields, the Stoppage Days field
displays the total number of days for the stop time. This value is
calculated based on the selected calendar and the stoppage
start date and end date.

Stoppage Reason Enter appropriate reason for the stop time.

3. Click Save.
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4. Optionally, perform the following steps, as applicable:

* To edit the stop time details, click the appropriate entry, click Edit, and then repeat steps
6b to 6¢, as applicable.
* To delete any stop time details, click the appropriate entry, click Delete, and then click OK.

7. Inthe SIGNIFICANT CONTRACT STATUS field, enter appropriate information in the text area.

NEW CONTRACT

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

SIGNIFICANT CONTRACT STATUS

b

B I U as x, x> || & C—Di’fﬁvgﬁ\va

"Times Ne.w 12ptv & E = | := =

=

(Ml
i

Figure 14: Significant Contract Status Section

Upon generating a report, this information is available as the Significant Contract Status. You can
perform any of the following tasks to create and edit the information:

Note: By default, the Design mode is selected.
* Bold, italicize, underline, strike-through letters and words
* Use subscripts and superscripts
* Selectthe font and its size
* Selectthe font color and the background color for the content
* Insert and manage tables, and hyperlinks
* Use bullets and numbering
* Use clipboard operations to cut, copy, and paste the text
* Useindents and outdents
* Toadd HTML code, click </> HTML, and then enter the code.
* To preview the HTML entered typed, click Preview.
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8. Inthe DISPUTES & FOIA STATUS field, enter appropriate information in the text area.

NEW CONTRACT

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

DISPUTES & FOIA STATUS

B I Uabkex, x> ] vy edcd

Ml
3
[
.
[
=
n
-~

"Times Ne..¥ | 12pt¥

e .

Figure 15: Disputes & FOIA Status Section

Upon generating a report, this information is available as Disputes and FOIA Status about the

contract.
Note: By default, the Design mode is selected.

* Bold, italicize, underline, strike-through letters and words

* Use subscripts and superscripts

* Selectthe font and its size

* Selectthe font color and the background color for the content
* Insert and manage tables, and hyperlinks

* Use bullets and humbering

* Use clipboard operations to cut, copy, and paste the text

* Useindents and outdents

* Toadd HTML code, click </> HTML, and then enter the code.

9. Inthe COE COMMENT field, enter appropriate information in the text area.

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

CME COMMENT

Figure 16: CME Comment Section
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Upon generating a report, this information is available as Construction Operations Engineer (COE)
comments about the contract.

10. Inthe CME COMMENT field, enter appropriate information in the text area.

NEW CONTRACT
[@) save&Exit [ Save & Continue (¥) Cancel [& Workflow ~ "L Select Actions ~

CME COMMENT

Figure 17: CME Comment Section

Upon generating a report, this information is available as CME Comments about the contract.

11. Inthe CSTATUS COMMENT field, enter appropriate information in the text area.

NEW CONTRACT

[@ Save & Exit [[@ Save & Continue  (X) Cancel [#] Workflow ~ °L" Select Actions ~

CSTATUS COMMENT

Figure 18: CSTATUS Comment Section

Upon generating a report, this information is available as Remarks in the Construction Status Report.
12. Inthe NOTES field, enter appropriate notes for the contract.

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

14. 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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Upon saving the record and once the contract reaches the claims process, the following information
is displayed:

COMTRACT DASHROARD  CONTRACT DETAILS

[EJ Save & Exit [.0\ Save & Continue @ Cancel m Workflow - L select Actions -
A
Project Code : SIT - CAERFO FS LSPDR 2023-1(1) Project Name : SIT - Black Mountain Road
Contract# : G982AF24C00C00<4 Cantract Name " | SIT-CA ERFO FS LSPDR 2023-1(1)
Task Order# : Award Date : 02/07/2024
Measurement System o us Customery Created Date :  04/24/2024
Description : A Contract Time Type *: Completion Date W
Solicitation Procedure @ Negolialed/REP
Document Folder Structure : | Design & Construction ~ Send emails to PE for Submittals © D
Contract Status : Active Total Claims Paid (5) : 0.00
Work Type Description Total Claims paid post closure of ©  0.C0
Contract (5)

Field Office Contact #

Field Office Address
In Litigation? : []

Disputed? : []

Figure 19: Claims Details in Contract Details Page

Field Name Description

Total Claims Paid ($) Sum of the Claim Amount ($) from the approved claims. If
the Claim Settlement Amount ($) is available, then this
amount is considered for the calculation. Otherwise, the
Contracting Officer Decision Amount ($) is used for
calculating Total Claims Paid ($).

Total Claims paid post closure of Post approval of the final pay estimate, it displays the sum
Contract ($) of the Claim Amount ($) from the approved claims.

If the Claim Settlement Amount ($) is available, then this
amount is considered for the calculation. Otherwise, the
Contracting Officer Decision Amount ($) is used for
calculating Total Claims Paid ($).

3.2.2 Importing Awarded Bid Details to the Contract

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

e Administrator
e Construction Component Lead
e Construction Admin Staff
For more information on role-specific permissions, refer to Table 1 — Contract Details

Permission Matrix.

33



Federal Highway Construction Part A
Administration Participant Guide

Overview

You can import the details of an awarded bid only after a contract is created. To enable the Import
feature, you must edit the contract after creating it. The Import feature enables you to import the awarded
bid items as contract items and the awarded bidder as prime contractor. However, you can change the
prime contractor, if necessary. For more information on changing the prime contractor, refer to Section
3.2.5.1. Changing a Prime Contractor.

Steps

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

PROJECTS PROJECTS
Q, Iype to Search X W oA 41 MNew [ workflow ~ [3] Reports ~ 8y ManageUsers Pg Mark Offine/Online &) More ~
n 0  Project Code Project Name Project Description Business Unit
4 Selart Prejert - 8
.
A Recent Projects

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

ﬂﬂj 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla.. Reconstructionof12 ...  Western Federal Lands

@ All Prajects SIT MT NPS GLAC 14(4) B MT NPS GLACIER Rehabilitate Mary Gla.. Reconstructionof12 ... Western Federal Lands
SIT MT NP5 GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands

|

Figure 20: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  1'40)=C1 Uz lAILs
Q, Type o Scarch X W A iy Select Dashboard: Lissc ~  Made: | Visw ~  flNew _FEdit T Delete % Set As Default

ﬁ 51 -CAERIO IS LSMDIR 2023-1T) - Reporl. Viewer rs
= General
EEE— ridder [ 1123 schadule e | |

[J] T SIT-CAERFD FS LSPDR 2023.1(1) . [l
g l + Daruments
= Document Search
= PBrojc: Regort Gallory
® Project Calencar
= lund Wanagsmenl
m Project Sund List
m Project —und Transactior
= Funding Aules
+ Sid sstmale Informalion
+ Biddirg

+ Contracts

Figure 21: Expanding Projects Folder
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3. Inthe navigation pane, click Contracts.
The CONTRACTS LIST page is displayed.

CONTRACTS LIST

_(7‘ Edit | @ View '[l-_IT Celete [ Workflow » "L SelectActions v & Mark Active/InActive @ More ~ T

{_LJ Contract Name Cantract # Measurament System Coantract Tima Type Send Reminders for C..  Send Reminders for IDR  Prime
0 m

SIT-CAERFOFSL.. E 6982AF24C000004 US Customary Completion Date D D

Figure 22: Contract Details Page — Import Option

4. Inthe list page, select the contract, and then click Edit.
The CONTRACT DETAILS page is displayed.

CONTRACT DASHBOARD  CONTRACT DETAILS

[a Save & Exit L-B Save & Continue @ Cancel x Workflow »  *§" Select Actions ~
&
MAIN ATTRISUTES ODULES

Project Code @ 5I1-CAERIO 5 LEPDR 2023-11T) Project Name : 5|1 - Black Mountain load
m Contract Name : | SIT-CA ERFC FS LSPDR 2023-1(1)

Contract#  A932A24C000004
Award Date : U//23/2024

Task Qrder # :
Created Date @  07/25/2024

*
Measurement System @ US Custcmary

Contract Time Type " Completion Date ~
D ipti : o
escription - Solicitation Procedure : Negotiated/RFP
v
A
send emails to PE for Submittals : []
Document Folder Structure @ | WFL Construction Test 2 v

Total Claims Paid ($) @  0.00
Contract Status ! Awarded

Total Claims paid post closure of : 0.00
Contract ($)

Ficld Office Contact # :

Work Type Description :

T

Figure 23: Contract Details Page — Import Option

5. Click Import.
All the information of the awarded bid that comprises awarded items and awarded contractor is
retrieved from the Bid Opening And Review form to the contract.

Note: After performing this action, the Import feature is not available anymore.

Upon importing the awarded bid, the following information is retrieved from the Bid Opening And
Review form into the contract:

* Awarded schedules and alternates

* The unit price and quantities of LPSM and CTSM items are interchanged. For items having sub
items, the quantity is displayed based on the value entered in the final engineer's e1stimate as
a percentage breakdown. For example, Sub item quantity in contract items = Sub item quantity

from final engineer's estimate x Unit Price from the awarded bid, and the unit price is updated
as 1.
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* Details of the awarded contractor as prime contractor.
For information on the details received on importing awarded bid to the contracts module,
refer to Section 3.3. Contract Items and Section 3.2.5. Managing Contractor Details.

3.2.3 Managing Contract Users

By inviting users to a contract, you can maintain confidentiality of the contract details and
allow contract access only to authorized users

To invite a user to a contract, the user is first invited to the project and then to the contract
of the project. The user creating the contract is automatically invited to the contract.
Additionally, you can invite other users to the contract.

You can assign roles to a user in a contract based on the roles assigned to the user in the
project. The roles assigned to a user in a contract are a subset of all the roles assigned to the
user in the project, and the roles assigned to a user in a project are a subset of all the roles
assigned to the user in the enterprise.

You can invite users to a contract in two ways:

e 3.2.3.1.Inviting users to contracts of a project

e 3.2.3.2.Inviting a user to contracts of multiple projects

Upon removing a user from the contract, the user cannot access the contract or perform any tasks in the
contract. For more information on removing a user from a contract, refer to Section 3.2.3.3. Removing a

User from the Contract.

3.2.3.1. Inviting Users to the Contract of a Project
Prerequisites

The user is invited to the project.
For more information on inviting users to a project, refer to the Inviting Users to a Project section in the
MO02 Project Management PG.
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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 oA 41 Mew [ workflow ~ [8] Reports ~ 8y ManageUsers  [g Mark Offline/Online &) More ~
n 0  Project Code Project Name Project Description Business Unit
. Selart Prejert -

I;& A Recent Projects
SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Mary Gla... Reconstructionof 12 ... Western Federal Lands

i3l 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(d) & MT NPS GLACIER Rehabilitate Many Gla.. Reconstructionof12 .. Western Federal Lands

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

|

Figure 24: Navigation to Projects Module

2. Inthe list page, double-click the appropriate project.
The PROJECT DASHBOARD is displayed.

PROJECTS PROJECT DASHBOARD  “70[[CT DLTALS

Q, Type o Search X w A lig Select Dashboard: Conslrudlion Slaws Reporl ~  Mode: view ~| fINew _FEdit [ Delete % Set As Default

ﬁ SIT CAERFOFS LSPDR 2023 1(1) -

E General
ioriflaw [Active, Archieedt- binal, Archived- Hisr s D'r:“,‘_""" Selert = ValLED ~

] T SIT-CAFRFOFSLSPDR 2023-1(1)

&

]

Figure 25: Project Dashboard

3. Click the PROJECT DETAILS tab.

4. Click Manage Users.
Optionally, if Manage Users is not displayed in the tab then, click More, and click Manage Users.
The MANAGE USERS IN PROJECT page is displayed.

MANAGE USERS IN PROJECT

[@ save & Removeuser  (€) Back &y AddUser {3 More -

CURRENT USERS IN PROJECT : 'SIT - BLACK MOUNTAIN ROAD' (RROJECT CODE: 'SIT - CA ERFO FS LSRDR 2023-1(1) (1)) =
I S S S S S N e e
= = = A g P
5 [] ecnjamin Yincent Administratar Benjamin Administratn | 034282024 Mone O
r@aurige cam
5 ] eenjamin Vincent Designer Benjamin Designer@au  03/28/2024 None O
rig.com
5 [ uenjamin vincent Dasign Componant Lead Henjamin DesignComp  GRrZA/ENZ4 None O
onenileaditauriga.com
5 O orian nnche Administrator Hrian_Asminisraterga  OH2H2024 Nane o
urigo.com
5 [ drian Hrche Desipgrier Hrian_Desprerilauripn.  T128/7024 Wone (m}
com
> O  erian Rushe Dasign Component Lead Brien_CusignCompanen  03/28/2024 Meng O
tLeadBaurigo.com
O Construction Component Lead CCLatyopmail.cam 03/28/2024 Nene O
3 O  cHDesigner Designer CFL_DesignerGaurigu.e  03/28/2024 Mone a
om
s | O Danicl Sorensen Construttion Component Lead Danicl_ConstComplead  03/28/2024 Nenc O -

Figure 26: Manage Users in Project Page
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5. Inthe MANAGE USERS IN PROJECT page, expand the appropriate user row in the project.
The contract associated with the projectis displayed.
The following image displays the MANAGE USERS IN PROJECT page:

MANAGE USERS IN PROJECT

[ Save & RemoveUser (©) Back &p AddUser () More ~

CURRENT USERS IN PROJECT : 'SIT - BLACK MOUNTAIN ROAD' (PROJECT CODE: 'SIT - CA ERFO FS LSPDR 2023-1(1) (1)) o
I S B S e
=] |
(7] eenjamin Vincent Administrator Benjomin_Administrato | 02/28/2024

r@aurigo.com

SIT- CAERFO FS LSPDR 2023 1(1) 5982AF24C000004 Administrator 02/28/2024 None
> 7] eenjamin Vincent Designer Benjamin_Designer@au  02/28/2024
rigo.cam
> D Benjamin Vincent Design Component Lead Benjamin_DesignComp  03/25/2024
onentlead@aurigo.com
> [ sBrien Roche Administrator Brian_Administrator@a  03/28/2024
urigo.com
% D Brizn Roche Designer Brian Designer@aurigo. 03/28/2021
com
N [J erian Roche Design Component Lead Brian_DesignComponen  02/28/2024
tLead@auriga.com
b M ca Coanstniction Camnnnent | ead CCl@unnmail ram N3/2R2024 i
4 »
Figure 27: Manage Users in Project Page
6. Inthe Invitation column, select the check box adjacent to the contract name.
The user is invited to the contract with all the roles the user has in the project.
MANAGE USERS IN PROJECT
[ Save &9 RemoveUser (@) Back &p AddUser () More ~
CURRENT USERS IN PROJECT : 'SIT - BLACK MOUNTAIN ROAD' (PROJECT CODE: 'SIT - CA ERFO FS LSPDR 2023-1(1) (1)) -

I N T T S I T
=0

+ [ Benjamin Vincent Administrator Benjamin_Administrato  02/28/2024

r@aurige.com
m Contract Name Contract Code Contract Role Invitation Start Date Invitation End Date
SIT CAERFO FS LSPDR 2023 1(1) 6982AF24C000004 Administrator 03/28/2024 Nonc

5 7] eenjamin Vincent Designer Benjamin_Designer@au  02/28/2024
rigo.cam

> D Benjamin Vincent Design Component Lead Benjamin_DesignComp  03/28/2024
onentlead@aurigo.com

> [ sren Roche Administrator Brian_Administrator@a  03/28/2024
urigo.com

5 D Brizn Roche Designer Brian Designer@aurigo. 03/28/2021
com

> [J erian Roche Design Component Lead Brian_DesignComponen  (02/28/2024
tlead@aurige.com

S M _ca Coanstniction Camnnnent | ead CCl@unnmail ram NU2a2024 i

4 >

Figure 28 : Invitation Check Box
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7. To define contractroles for the invited user, perform the following steps:
a. Double-click the cellin the Contract Role column of the user.

MANAGE USERS IN PROJECT

[@ save & RemoveUser (@ Back & AddUser ) More ~

CURRENT USERS IN PROJECT : 'SIT - BLACK MOUNTAIN ROAD' (PROJECT CODE: 'SIT - CA ERFO FS LSPDR 2023-1(1) (1))
BE == mm

+ [ Eenjamin Vincent Administrator Benjamin_Administrate | 02/28/2024

r@aurige.com

SIT- CAERFO FS LSPDR 2023 1(1) 5982AF24C000004 03/28/2024 None

5 [ eenjamin Vincent Dosigner Benjomin_Designor@au  03/28/2024
rign.com

> D Benjamin Vincent Design Component Lead Benjamin_DesignComp  03/28/2024
enentlead@aurigo.com

> [ Brien Roche Administrator Brian_Administrator@a  03/28/2024
urigo.com

5 [ Brien Roche Designer Brian Designer@aurigo. 03/25/2021
com

> [J erian Roche Design Cemponent Lead Brian_DesignComponen  03/28/2024
tLead@aurige.com

as| ) cch Coanstruction Comnnnent | ead CCl@unnmail rom n3UzRI024 e

1 »

Figure 29: Contract Role Column

The list of roles assigned to the user at the project levelis displayed.
For more information on security roles, refer to the Security Roles section in the A02
Administrator Guide.

b. From the Contract Role drop-down list, select the roles that must be assigned to the userin
the contract.

MANAGE USERS IN PROJECT

[@ Save & RemoveUser (€ Back & Add User ) More ~

CURRENT USERS IN PROJECT : "SIT - BLACK MOUNTAIN ROAD' (PROJECT CODE: 'SIT - CA ERFO FS LSPDR 2023-1(1) (1)")

Bl === mm

+ [ Eenjamin Vincent Administrator Benjamin_Administrate | 03/28/2024

r@aurige.com

e T e v

v} SIT - CAERFO FS LSPDR 2023 1(1) 6982AF24C000004 03/28/2024
All items checked W
& chew Al -
> D Benjamin Vincent Designer Benjamin_Designer@au  03/28/2024
2 Administrator ’
rigo.com
> ] Benjamin Vincent Design Component Lead 57 Benjamin DesignComp  03/28/2021
cnentlead@aurigo.com
» [ erien Roche Administrator Brian_Administrator®a  03/28/2024
urigo.com
N [ orien Roche Designer Grian_Designer@aurigo. 03/28/2024
com
> D Brian Roche Design Cemponent Lead Brian_DesignComponen 03/28/2024
Leed@aurige.com
v
1 »

Figure 30: Drop-Down List of Contract Role

Available options are the roles that the user is assigned to in the project. The selected roles are
also added for the user in the project.
8. To assign the invitation start date and end date to the invited users, perform the following steps:
a. Double-click the cellin the Invitation Start Date column of the user.
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d.

Based on the Invitation Start Date, the user will be invited to the contract and will be able to
edit contract details and perform workflow actions.

MANAGE USERS IN PROJECT

[@ save g Remove User @ Back &p AddUser (@ More »

e P =2 e e

[
=i zid 0O
v [ scnamin Vincent Administrator Benjamin_Administrats  03/28/2024 Nonc O
rauriza.com
m Contract Name Contract Code Contract Role Invitation Start Date Invitation End Date
[ SIT CAERFOFSLSPDR2022711) Administralor
5 [ 8enjamin vincent Designer Benjamin Designergau 032842021 None
rigo.com
N [  senjamin Vinesnt Design Component Lerd Benjamin_DesignComp  03/28/2023 Nane )

oncntLcac@aurigo.com

Figure 31: Invitation Start Date Column

The current date is selected as the Invitation Start Date by default.

MANAGE USERS IN PROJECT

[® save &g RemoveUser (€ Back & AddUser () More -

CURRENT USERS IN PROJECT : 'SIT - BLACK MOUNTAIN ROAD" (PROJECT CODE: 'SIT - CA ERFO FS LSPDR 2023-1{1) (1))

e e e

E;.; kd kd id R l m}
« [ senjamin Admini s O
m
2 SIT-CAERFOFSLSPDR2023-1(1) G3B2AF2ACO00004 Administrator UI2B2024

s O eenjamin Vincent Designer N_ss Maschase P ¥ inDesignerfau  03/28/2024 Nune |
M w F Sl

> [J eenjamin Vincent Design Componcnt Lead 1 2 in_DesignComp  03/28/2024 None O

45 § 7 g o eacwaurigocom

y O erian Roche Administrator 5 j¢ @ministator@a  0328/2021 None [m]
am

5 [ orian Rache Designer o Oesigner@aurign. 03282024 None O

> [ srian Rache Design Componant Lead : JesignComponen  (3/2802021 None [}

\Lesd@aurigo.com

Figure 32: Invitation Start Date Column

Click : to assign contract invitation start date to the user.

Double-click the cellin the Invitation End Date column of the user.

Once the Invitation End Date crosses, the invited user will not be able to make changes to the
contract.

None is selected as the Invitation End Date by default.

b
Click =25 to assign contract invitation end date to the user.

Note: If the Is Primary check box is checked, the invited user receives email and Inbox

notifications on invitation start date, a week before invitation expiry date, and on the invitation end

date after the invitation expiry date.
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9. Optionally, clear the Is Primary check box to prevent the invited user from receiving task email
notifications as defined in the associated workflow.

MANAGE USERS IN PROJECT

[ save g Remove User (© Back & AddUser (D More =

I S T S N [y g e -
& & ) o o] =0 td 0 O

« O scojamin Vincent Administrator Senjamin_Administrale  03/28/2024 Nong a
r@aurigo.com
e T R T T
SIT- CATRFO A1) Administratar R0 = None
N [J scniamin Vincent Designer Benjamin_Designer@au  03/28/2024 Nonc.
rign.com
> [J s=niamin Vincent Design Component Lead Benjamin DesignComp  03/28/2024 None

anentLeadiauriga.com
Figure 33: Is Primary Check Box
Alternatively, select the check box for the invited user to receive task email notifications as defined in

the associated workflow.

10. Click Save.

3.2.3.2. Inviting a User to Contracts of Multiple Projects
Prerequisites

User is invited to the project.
For more information on inviting users to a project, refer to the Inviting Users to a Project section in the
MO02 Project Management PG.

Steps

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

PROJECTS PROJECTS
Q, Type 1o Search X v oA [DIvew R Workiow » [ Reports = & Manage Users Bz Mark Offline/Online €3 More = T
& T §  Project Code Project Name Project Description Business Unit Project Status Active Prajecs Type- Primary
Selert Progel = - B B
A T T T = T T
1 [P I 2 G (+ B oW 0
SIT- CAERFOFSL.. 5IT - Black Mountsin R.. ERFQ spot repairsincl.. Central Federsl Lands  Design B Spat o
[ SIT - C4 ERFO FS LSPDR 2023-1(1) (1) . .
SIT MT NPS GLAC ... Rehabilitare Many Gla...  Reconsteuction of 12 ‘Western Federal Lands  Construction 4an
& ST CAERFO PR LSPRRIA2ALT) SIT MT NPS GLAC - Rehabilitate Many Gla.. Recanstruction of 12..  Western Federal Lands  Censtruction (] ar
KFre 1907 SIT MT NPS GLAC ... Rehabilitate Many Gla.. Recanstructian of 12..  Western Federsl Lands  Censtruction ar
SIT - CA ERFD FS LSPDR 2023-4(10) SIT MT NP5 GLAC .. Rehabilitate Many Glz.. Reconstructionof 12...  Western Federal Lands  Construction =2 R
FHLED SIT MT NP5 GLAC .. Rehabilitate Many Gla.. Reconstruction of 12, Western Feders| Lands  Construction R
SIT MT NPS GLAC .. Rehailitate Many Gla.. Reconstruction of 12...  Western Federal Lands  Construction B R
Al Prajects
SIT MT NPS GLAC Rehabilitate Many Glz_. Reconstructionof 12 Western Federal Lands  Construction ar
SIT MT NPS GLAC .. Rehabilitate Many Gla... Reconstruction of 12 Western Federsl Lands  Canstrurtion B an
SIT MT NP5 GLAC .. Rehasilitate Many Gla.. Reconstruction of 12...  Western Federal Lands  Construction R
SIT MT NPS GLAC ... SIT MT NPS GLAC 14(4... Reconstruction of 12.., Western FederalLands ~ Construction ] R

‘
> mnIT 2 3 4 un Page1 1074

Figure 34: List Page of Projects

41



Federal Highway
Administration

2. Click Manage Users.

PROJECTS

+) New [ workflow =  [4 Reports ~ |&p Manage Users| [ Mark OfflinesOniine () More =

B Project Code

.

SIT- CAERFOFSL...
SIT MT NPS GLAC ...
SITMT NPS GLAC ...
SIT MT NPS GLAC ...
SIT MT NP5 GLAC ...
SIT MT NPS GLAC ...
SIT MT NPS GLAC ...
SIT MT NP5 GLAC ...
SIT MT NPS GLAC ...
SIT MT NP5 GLAC ...

SIT MT NPS GLAC ...

Project Name

SIT - Black Mountain R...
Rehabilicate Many Gla...
Rehabilitate Many Gla...
Rehabiliate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Many Gla...

SIT MT NPS GLAC 14(4...

oo - -08

Project Description

ERFO spol repairs indl...
Reconstruction of 12.

Reconstructionof 12...
Reconstruction af 12

Reconstructionof 12..,
Reconstructionof 12...
Reconstruction of 12 ..
Reconstructionof 12..
Reconstruction af 12 ...
Reconstructionof 12...

Reconstruction of 12 ..

Business Unit

Project Status

Central Federal Lunds

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

Design

Construction
Construction
Canstrucrion
Construction
Construction
Construction
Construction
Construction
Construction

Construction

Construction Part A
Participant Guide

T

Active

O

Project Type- Primary

Spot i

4R
4R
4R
4R
4R
an
4R
4R
4R
4R
L]

Page 1 ul 1

Figure 35: Manage Users

The MANAGE USER MEMBERSHIP page is displayed.

MANAGE USER MEMBERSHIP

G)

Back

User

Select a User

Figure 36: Manage User Membership Page

3. From the User drop-down list, select the appropriate user name. Available options are active user

accounts defined at the enterprise level.

For more information on user accounts, refer to the User Accounts section in the A02

Administrator Guide.

3.2.3.3. Removing a User from Contract

Prerequisites

User is invited to the project.

For more information on inviting users to a project, refer to the Inviting Users to a Project section in the
MO02 Project Management PG.
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Steps

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

PROJECTS PROJECTS
Q, Typete Search X w oA D new B workflow - [ Reports - fp Manage Users  B@ Mark OfflineiOnline (3 More - T
. [ 8  Project Code Project Name Project Description Business Unit Project Status Active Project Type- Frimary
Select Projec -
T T T T T m} T T
1 [P ] o | | o = ]
CAERFQ SF LPSDA Black Mountain Reads  Black Mountain Reads  Federal Land Highways  Acquisitions L3
L] SIT - CA ERFO F5 LSPDR 2023-1(1}
CA-FOSR-LSPDR Black MountainRead  Black Mountain Read  Federal Land Highways  Acquisitions L3
& SIT- CA ERFO FS LSPDR 2023-1(1){1) -
CASRFO LSPDR Test Test Federal Land -thwdy!\ Acquisitions hL3
KFro 1807 - it
€A ERFO FS LSPD.. Green WoUMTaIn A0ad  Green Mountain Read  Federal Land Highways  Acquisitions "
SIT. CAERFO FSLSPOR 20231110 KPro 1907 Sanity on 1907 Dus to cutage. Federal Land Highways  Cerstruction BR_NEW
FHLS9 NegativellP Negativelp NegaliveUP Federal Land Highways  Construction £
KPra for 1010013 Fer 1010013 To verify Bug 1010013, Federal Land Highways  Acquisitions 4R New
All Projects
KPra 0307 for 5P 37 KPro 0307 for SP 37{C...  Copy Project Federal Land Highways  Construction 4R New
AZ Heidi 5ITi5)2 RyanP Amendments &.. Test Amendment &Ca... Central Federal Lands  Acquisitions i3
pCot Canstruction Project  Canstruction Project  Federal Land Highways  Canstruction Transit
FHLES Federal Highway Road... Federal Highway Road... Federal Land Highways  Construction Transit

Construction Part A
Participant Guide

> BR :: 578 9o . HE Puage 1 s

Figure 37: Projects

2. Click Manage Users.
The MANAGE USER MEMBERSHIP page is displayed.

MANAGE USER MEMBERSHIP

@ Back

User Select a User b

Figure 38: Manage User Membership Page

3. From the User drop-down list, select the appropriate user name.
Available options are user accounts defined at the enterprise level.
For more information on user accounts, refer to the User Accounts section in the A02 Administrator
Guide.

4. Inthe EXISTING PROJECTS section, expand the appropriate project rows.
The contract of the project is displayed.
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The following image displays the MANAGE USER MEMBERSHIP page:

MANAGE USER MEMBERSHIP

[E] Save '@' Remove v £ Switch User @ Back @ More =

User : | Angela Juhinsor Lz

EXISTING PROJECTS

I Y [y

m
3 D Cascade Springs Raad UT FLAP 2108(1) Administratar 03/28/2024 None D
» D Town Bluff Structure TX USACE STRACCESS (1) Administrator 03/28/2024 None C|
Access Road
[ 092823 - SIT Mather AZ NP GRCA 272(1) SIT Administrator 03/28/2024 None O
B Point Campground TESTZ - RKR
Laops
User's Role(s) Invitation Start Date Invitation End Date Is Primary
AZ NP GRCA272(1) SITTESTZ-  Administratar 03/28/2024 None O
RKR
Y[ 123456789 123456789 Administrater 03/28/2024 None ||
s D 15th Street Resurfacing  DC NP NAMA 21(3) Administratar 03/28/2024 None D
L D 18 Road CO FLAP MES18(1) Administrator 03/28/2024 None D

Figure 39: Manage User Membership

5. Inthe Invitation column of the contract, clear the check box.
The user is removed from the contract.

MANAGE USER MEMBERSHIP

[B save TIf Remove v & SwicchUser (€) Back () More

User :

EXISTING PROJECTS

I e e T e
T

w
+ D Cascade Springs Road UT FLAP 3108(1) Administrarar 03/28/2024 None D
v [ Tewn Bluff Structure TX USACE 5TR ACCESS (1) Administrator 03/28/2024 None O
Access Road
092623 - SIT Mather AZ NP GRCA 272(1) SIT Administrator 03/28/2024 None O
v Point Campground TEST2 - AKR
Laops
Invitati... | Contract Name Usaer's Role(s) Invitation Start Date Invitation End Date Is Primary
AZ NP GRCA 272(1) SITTEST2-  Administrater 0372872024 Meone a
RKR
Y O 123456789 123456789 Administrater 03/28/2024 None a
" [] 15thStreetResurfacing  DC NP NAMA 21(3) Administratar 03/28/2024 None O
Le D 18 Road CO FLAP MES18(1) Administrator 03/28/2024 None D

Figure 40: Invitation Check Box

6. Click Save.
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3.2.4.

Editing Contract Details

Prerequisites

Steps

The contractis in the Awarded or Active workflow status.
The role of the logged-in user must be one of the following:

Administrator

Construction Component Lead
Construction Admin Staff
Construction Operations Engineer

o O O O O

Project Engineer

Construction Part A
Participant Guide

For more information on role-specific permissions, refer to Table 1 — Contract Details

Permission Matrix.

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

Q
Fa)

PROJECTS PROJECTS
lype to tearch X v oA .ﬂ Mew  [&] Workflow ~ @I Reports - Fa Manage Users g Mark Offline/Online @ Mare -
O  Project Code Project Name Project Description Business Unit
Selart Project > :

E 4  Recent Projects

i
@

SIT MT NPS GLAC 14(4) & MT NPS- Test GL. Rehabilitate Mary Gla... Reconstruction of 12 ...
SIT - CA ERFQO FS LSPDR 2023-1{1)

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

Figure 41: Navigation to Projects Module

Western Federal Lands
Western Federal Lands
Western Federal Lands

Western Federal Lands

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

PROJECTS PROJECT DASHBOARD  [*40J=L1 Uiz AlLS
Q Type o Search X W A iy Select Dashboard: Lisse ~  Made: View v  flNew _FEdic TN Delete %3 SetAs Default
ﬂ 5 -CAERIO 15 LSPDR2023-1171) - Reporl Viewer A
tadder 1719 schad el aver | |
[ =7 SIT-CAERFO FS LSPDR 2023.1(1) alerares Tl
|
g_ + Nacuments

= Document Sedrch
= Froject Resort Gallery
u Froject Calenaar
— Jund Managsment
u Project Zund st
w Project ~und ransactior
® Funding Rules
+ Sid bstimale Informalion
+ Biddirg

+ Cantracts

Figure 42: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

FROJECTS PROJECT DASHBOARD  PROJFCT DFTAI S

Q, 'y X W A T selectDashboard: | Construcrion Sratis Report | Mode: View ~| {iWew _FEdit Tl Delete &} SetAs Default

Gr | < . -

LY | st caereorsLsroR 2023 1) Report Viewer

General Cantract
- cntrac i

Workllaw e[ w] BT g Valuee -

[ TVSIT-CAERFOFSLSPORZ023-U(D(1) = Slalus: :
Prujecl vJ

@ + Dowumnesnls

® Dacumen Search

m Project Reoorl Cellery

u Praject Calendar

+ lurk Menagement

+ Rid Mstimate Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 43: Navigation to Contracts

4. Clickthe CONTRACT DETAILS page, and then click Edit.

PROJECTS CONT 0430  CONTRACT DETAILS
Q, TypeloSearch X W oA @ Cancel  [Bf Workfliow ~ [ AuditLog
I s camo oy | - e iU MoDULES

E Ganeral

Project Code : Sl CALKRO B LSPOR 2027 1(1) Project Name : i1 Black Vountan Read
f ™ sT cnEmFo Fs LSPOR 2023 100
Contract & : FARZATIACONNNNE Contract Name ¥t SIT-Ca FRIC IS 15777 207511
@ + Duocam
Task Order & Aviard Date : U

= Documenl Search

s - Created Date : 0.
) Measurement System i Us Custems
= Froject Regort Gallery e . bl
Deseription : Contract Time Type *i Compieron Tare
u Froject Calerdar
Solicitation Procedure : hegorizrediiT
+ Funo Management
Documant Foldar Structura © WTT Cursinucion Tas 2 Send emails to PE for submiteals :
+ Bid Estimate Information

Contract Status : Aclive Tatal Claims Paid (5) @ L0
+ Bdding
Work Type Description : Total Claims paid post closure of @ £.00
— Contrans Contract (S}

. " . PO Field Office Contact# @
I ALK LSRR 202 Ficld Office Address ©
In Litigation? :

Disputed” :

Figure 44: Contract Details
Note: You cannot edit a contract if it is moved to the Completed workflow status.

5. Make the necessary changes.
For information on updating the appropriate information to the respective fields, refer to
Section 3.2.1. Creating a Contract.

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

exit the page.
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3.2.5. Managing Contractor Details

Based on the roles assigned to you, you can change the details of the prime contractor for a contract. The
Contractors page displays the details of the prime contractor. All the information about the prime
contractor is retrieved from the awarded bid in the Bid Opening And Review form.

If necessary, users assigned with the Construction Admin Staff and Construction Component Lead roles
can change the prime contractor. For more information on changing a prime contractor, refer to Section
3.2.5.1. Changing a Prime Contractor.

3.2.5.1. Changing a Prime Contractor
Prerequisites
e Therole of the logged-in user must be one of the following:

Administrator
Construction Component Lead
Construction Admin Staff

O O O O

For more information on role-specific permissions, refer to Table 2 — Contractors

Permission Matrix.

e Contractor details are available in the Contractor Details catalog of the library.
For more information on contractors, refer to the Contractor Details section in the A01 Library
Management PG.

Overview

You can change the prime contractor of a contract if the guarantor takes responsibility for the contract
and the original contract is executed to completion. If the contract fails and a new contract is created,
then the FHWA team creates a new project.

Note:

e You can change a prime contractor or contractor even after the contract items are locked.
e |fthe Prime Contractor details are already entered and then the contract items are imported in the
Contract Details page, then the Prime Contractor details are overridden.
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Steps

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

PROJECTS

Q lype to Search

Fal

Selart Preje

E 4 Recent Projects

i
@

PROJECTS

v 41 Mew [ Workflow ~  [&] Reports -

0  Project Code

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

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

All Frojects

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

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

&

Manage Users
Project Name
Rehabilitate Many Gla...
Rehabilitate Many Gla...

Rehabilitate Mary Gla...

P& Mark Offline/Online

Project Description

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

Reconstruction of 12 ...

Construction Part A
Participant Guide

) More ~

Business Unit

Western Federal Lands
Western Federal Lands
Western Federal Lands

Western Federal Lands

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

Figure 45: 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  "40)=Cl Lz |AILs
Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: visw ~  fINew _FEdic [0 Delete 3 Set As Default
B o crewoissioramzm -
Hadcer 1113 schadiilal srer |
[4] T SIT-CAERFD S LSPOR 20231(1) P =

,@_ + Documents
= Ducument Sedrch
= 2rojec Resart Gallery
® Froject Calennar
— Jund Managsment
m Project “und List
m Project -und ransactior

= Funding 2ules

+ Sid tslimale Informalion

+ 3Biddirg

+ Contracts

Figure 46: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DFTAI S

Q, ype Lo Search X v A ii Selzct Dashboard: Construction Srarus Repor ~ Mode: View - .‘,"] Newr _ﬂ' Edit ]\1[ Delete ‘2‘,, Set As Default

I'} ST CAERFD FSLSPDR 2023 1(1) -

Report Viewer

Seneral
_ Centract .
Busincus el iow Noporl

Workllow  Awiardod, Arcived Hislorie, Terninal| 8] <Sulucl a Value>

uﬂ "1 SIT - CA ERFO FS LSPDR 2023-1({1) (1} a Erres T

Prusjeel, ~]

@ + Dowumnesnls
® Dacumen Search
= Project Resorl Gellery
u Praject Calendar
+ lurk Menagement
+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 47: Navigation to Contracts

4. Expand Configurations, click Contractors.
The CONTRACTORS page is displayed.

PROJECTS CONTRACTORS
Q, Type to Search X v A [@save IR auditlog @ Back
SIT CAERFOFSLSPDR20221{1) = PRIME CONTRACTOR
E General .
- Contractor ID @ 0CO1
Dﬂ — Conlracts a
- Name @ KeyStone Limited
= SIT-CAERFC F3 LSPDR 20...
'@' Address *: 2400 Lakeline Rd,

+ Documents
. * .
City : Auslin
— Configurations

state *: Tx
| » Contractors

" Key Contacts 1 Zip Code ™1 578727

= Contract Celendar Business Type : 8aFirm

Contract Items SUB CONTRACTORS :

=+ Prograss Tracking

Mo records to display.

Contract Modifications

= Submittals

Contract Reporl Gallery

> + Subcontract

P L |

Figure 48: Contractors Page

5. To change the prime contractor, in the PRIME CONTRACTOR section, perform the following steps:

a. Inthe Contractor ID field, click
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The Add Prime Contractor dialog box is displayed.

Add Prime Conrractor

Contractor

ESCC Construction Cu

¥ES Immerrational, Inc.

Island Reads Corparation

Lee Construction Group, Inc

Metrc Paving Corp.

¥SS International Inc.

High Deser: Aggrezate & Paving
SGenesis Desiy 1 andDevelvument, LLC
Colorado 3arricadz Compzny
Contech I ngineered Solutions
Crowley Holdings

Natlonal Mathwe Amerlcan Construction

srhumaker Irucking & | xravating Cantractars, inc

OEEE -

Y ContractorID T

1-13of 13 Items
[ seiea J cancel | )

Figure 49: Add Prime Contractor Dialog Box

Available options are contractors defined in the Contractor Details catalog of the library.

For more information on contractors, refer to the Contractor Details section in the
AO01 Library Management PG.
b. Click the appropriate contractor, and then click Select.
The details of the selected contractor is displayed in the PRIME CONTRACTOR section.

6. Click Save.

Once a Request from Sublet Work is approved, in the SUB CONTRACTOR section of the
CONTRACTORS form; the following information is retrieved:

Field Name

Description

Contractor ID

The unique identifier of the sub contractor as defined in the
Contractor Details catalog of the library.

For more information on contractors, refer to the Contractor Details
section in the A01 Library Management PG.

Contractor

The name of the sub contractor as defined in the Contractor Details
catalog of the library.

For more information on contractors, refer to the Contractor Details
section in the A01 Library Management PG.

Business Type

The business type of the sub contractor as defined in the approved
Request for Sublet Work record.

For more information on Request For Sublet Work, refer to the
Request For Sublet Work section in the Construction Participant
Guide - Part C.
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3.2.6. Managing Details of Key Contacts

Prerequisites

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

e Administrator

e Construction Component Lead

e Construction Admin Staff

e Construction Operations Engineer

e Project Engineer
e Regional Engineer

e Project Engineer A&E

Construction Part A
Participant Guide

For more information on role-specific permissions, refer to Table 3 — Key Contacts Permission

Matrix.

Overview

The KEY CONTACTS form enables you to save the contact information of key participants in the contract,

irrespective of whether they are Masterworks users.

You can add information for the key contacts as described in this section, or you can add information for
the key contacts in bulk using the Excel template available in the KEY CONTACTS form. For information
on adding key contact details in bulk, refer to Section 4.4.1 Uploading Form Details in Bulk.

Steps

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

PROJECTS

PROJECTS

Q. Iypeto search X v oA

ﬂ Selarct Praject

E A Recent Projects

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

G

All Projects

41 Mew [ workflow ~  [8] Reporrs +

u

Project Code

SIT T NPS GLAC 14(4) & MT MP5- Test GL...

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

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

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

8p Manage Users Iy Mark Offline/anline

Project Name

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

Rehabilitate Many Gla...

Project Description

Reconstructionof 12 ...
Reconstructionof 12
Reconstruction af 12

Reconstruction of 12 ...

Figure 50: 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 o Scarch X W A iy select Dashboartd: bisse ~  Made: view ~  fINew _FEdic T0 Delete #} SerAs Default
£ si-cemorssorzem B e

o

General

[{1] =71 ST CAERFOESLSPOR 20231(1)

+ Documens

= Document Search

= Project Resort Gallery

® Project Calencar

und Managsment

u Project Zund List

w Project -und Transaction

= Funding 2ulas

+ sid stimale Infurmalion

+ Biddirg

+ Contraets

Haricier 1113 Schadiilel =rer | e

alternates =]

Figure 51: Expanding Projects Folder

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

Q
ol

ype Lo

ST

PROJECTS
Saard X v oA
CAERFD FS LSPDR 2023 1(1) -
General

[f] TSIT-CAERFOFSLSPDRZ0ZZ-A(D(T) &

&

+

+

+

+

Doruments

Dacument Search
Project Reporl Gallery
Project Calendar

Turng Menagement

Rid Fstimate Informarion

Eidding

Conlracts

— SIT-CATRFD FS [ SPDR Z023-1(1)

+ Dutuments

+ Configurations

= Canlracl Lams

+ Progrees Tracking

+ Billings & Mayimenls

m Cantract Moaiications

= Submttals

PROJECT DASHBOARD  PROJFCT DFTAI S

T3 select Dashboard: | Construrtion Status Report | Mode: View ~| finew _FEdit T Delete  E} SetAs Default

Contract —
Workllun  Aardod. Archived Ristorie Torminal[pe] BEEUSE [ogiea o values -

Slalus:

=

Prujuel

Figure 52: Navigation to Contracts
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4. Expand Configurations, click Key Contacts.
The KEY CONTACTS list page is displayed.

PROJECTS KEY CONTACTS
Q Type Lo Search X VA E] Reports ~ Er Excel Import / Export + @ More ~
¥ Contact Type Last Name First Name Title Email
I"] CA-FOSR-LSPDR - D 5

E General

N MNa records 1o display.
— Contracls A

el
&

= Black Mountain Road
+ Documents
— Configurarions
= Conlractors
® Contract Calendar

m Contract ltams

+ Frogress Tracking
+ Billings & Paymenls

= Contract Modifications

® Submittals

= Caontract Repert Gallery

> + Subconrracr

4
| KN )

m Coniract Closemnl Slains

Figure 53: List Page of Key Contacts Form

5. Click New.
The KEY CONTACTS page is displayed.

KEY CONTACTS

[El Save & Exit B Save & Continue @ Cance

Contact Type : FHWA ~
Full Name ! Last Name* First Name *
Rusy Mike
Title @ Project Manager
Email : mikeross123@gmail.ccm

Address : 57 Oakland Ave, #7207 A Clry. Tlorl

City State
ACily Florida

Zip/Postal Cade

32101

Contact Details : Phone NMumber Extension Number

212-405-7880 +1

Cell Phonae Fax

212 4A5 7820 907 555 1234
Agency ! AmeriCorps

Notes : -

Figure 54: Key Contacts

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

Field Name Description

Contact Type From the drop-down list, select the appropriate category for the key
contact.
Available options are Consultant, Contractor, FHWA, Other, etc.
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Field Name Description
The drop-down list displays the contacts defined in the Contact Type
catalog of the library.
Full Name In the Last Name field, enter the last name of the contact person.
In the First Name field, enter the first name of the contact person.
Title Enter the title for the key contact.
Email Enter the email address of the contact.
Address Enter the address of the key contact.
City Enter the name of the city where the key contact resides.
State Enter the name of the state where the key contact resides.

Zip/Postal Code

Enter the zip code of the city in which the key contact resides.

Contact Details

a. Inthe Phone Number field, enter the phone number of the key
contact.

b. Inthe Extension Number field, enter the extension of the
phone humber of the key contact.

c. Inthe Cell Phone field, enter the cell phone number of the key

contact.
d. Inthe Fax Number field, enter the fax number of the key
contact.
Agency Enter the agency name of the key contact.
Notes Enter additional information for the key contact.

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

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

exit the page.

3.2.7. Contract Workflow Status

The following table provides the workflow status (current and subsequent status) of the Contract record.

For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status

Transitions.

Phase Current Action Action Subsequent | Comments
Workflow | Stakeholders Workflow
Status Status

1 Awarded e Administrator | Mark as Active -

e Construction | Active
2 Active Admin Staff Mark as Completed | The contractis
Complete editable in this
workflow status.
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Phase Current Action Action Subsequent | Comments
Workflow | Stakeholders Workflow
Status Status
Mark as On-hold -
On-hold
Mark as Canceled Note: This
Canceled workflow action is
not reversible.
Terminate | Terminated -
3 On-hold Mark as Active -
Active
4 Completed Mark as Closed To move the
Closed Contract to the
Closed workflow
status, ensure the
following
conditions are met:
e PBalance
Change
Modification
is approved
e Final Pay
Estimate is
paid
e Contract
Closeout
formis
updated
Mark as Active -
Active
5 Closed Mark as Archived- Once the contract
Archived Historic is archived, you

cannot make any
changes to the
contract.
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Phase Current Action Action Subsequent | Comments
Workflow | Stakeholders Workflow
Status Status

Mark as Active -

Active
6 Archived- Final Archived- Once the contract
Historic Archive Final is archived, you

cannot make any
changes to the
contract.

3.3 Contract Items

The Contract Items form provides intuitive features to define pay items, update pay item attributes, and
display a summary of the status of the pay item. In the CONTRACT DETAILS page, upon performing the
import action, all items from the awarded bid are imported to the Contract Items form.

The Contract Items form enables you to define the scope of work of the contract. You can add items to a
contract to define the work for the contractor. While adding items, along with defining quantity, you can
also define the probable quantity of the item.

To finalize the scope of a contract, you must lock the contract items. Locking the contract items is
equivalent to finalizing the zero estimate. Once the contract items are locked, you cannot make any
changes to the scope of the contract items (except changes to probable quantity). Any other scope
changes to the contract items must be done via a contract modification.

In the published advertisement, if the Solicitation Procedure is defined as Design-Build or
Letter Contract, you can perform the following tasks:

e Add oredititems before the contract items are locked.

e Import contract items after the contract items are locked.
For more information on importing contract items, refer to Section 3.3.2.3. Import Contract Items
in Bulk.

Adding or modifying contract items is not allowed for other solicitation procedures.

Once the contract items are locked, you can modify the scope of the contract only through contract
modification process.

For more information on making modifications to the contract, refer to the Contract Modifications
section in the Construction Participant Guide - Part C PG.
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You can perform the following tasks to manage contract items:

e 3.3.1. Edit containers

e 3.3.2. Add contractitems

e 3.3.3. Edit details of contract items
e 3.3.4. Associate a Fund Rule

e 3.3.5. Lock contractitems

e 3.3.6. Unlock contractitems

Contract Items Permission Matrix

This section provides information on the roles and corresponding permissions for the Contract Items
form.

Table 4: Table 4 - Contract Items

Role Create Edit View Lock Delete Audit Log
Items
Administrator | Yes Yes Yes Yes Yes Yes
Construction | Yes Yes Yes Yes Yes Yes
Component
Lead
Construction | Yes Yes Yes Yes Yes Yes
Admin Staff
Construction | — - Yes - - -
Engineer
Highway - - Yes - - -
Construction
Manager/QA
QC
Construction | — - Yes - - -
Contractor
CDRs only
Construction | — - Yes - - -
Contractor
Basic
Construction | — - Yes - - -
Contractor
QC Manager
Construction | — - Yes - - -
Contractor
Manager
Construction | — - Yes Yes - -
Operations
Engineer
Inspector - - Yes - - -
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Role Create Edit View Lock Delete Audit Log
Items
Assistant - - Yes - - -
Project
Engineer
Project - - Yes Yes - -
Engineer
Regional - - Yes Yes - -
Engineer
Construction | - - Yes - - -
Inspection
A&E Manager
Inspector - - Yes - - -
A&E
Assistant - - Yes - - -
Project
Engineer A&E
Project - - Yes Yes - -
Engineer A&E

3.3.1. Editing a Container

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

e Administrator
e Construction Component Lead
e Construction Admin Staff

For more information on role-specific permissions, refer to Contract Iltems Permission Matrix.
Overview

The container details are retrieved from the awarded bid in the Bid Opening And Review form. You
cannot create new containers or delete any existing ones. You can edit only specific fields in a container.

Note: You can edit a container even after the contract items are locked.
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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 oA 41 Mew [ workflow ~ [8] Reports ~ 8y ManageUsers  [g Mark Offline/Online &) More ~
5 0  Project Code Project Name Project Description Business Unit
I'] Selart Project ~

Recent Projecrs

.

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Mary Gla... Reconstructionof 12 ... Western Federal Lands
i3l 5IT - CA ERFO FS LSPDR 2023-1(1)

SIT MT NPS GLAC 14(d) & MT NPS GLACIER Rehabilitate Many Gla.. Reconstructionof12 .. Western Federal Lands
@ All Projects SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Mary Gla... Reconstructionof 12...  Western Federal Lands

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

Figure 55: 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  "40J=C1 Dz 1AILs
Q, Type o scarch X W A iy Select Dashboard: Lissc ~  Made: | Visw ~ finNew _FFdit T Delete %5 Ser As Default
B s cmosionzzm - . "
1z
- Fadder 113 Schadulal arer ‘
[ =7 SIT-CAERFD S LSPDR 2023-1(1) eEES >
B + Dacuments

= Documenl Search
= Frojec Resort Gallory
u Project Calencar
= lund Managzment
m Project Sund List
m Project-und Transaction
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts

Figure 56: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then the contract.

PROJECTS PROJECT DASHROARD  PROJSCT FTAI 5
¥ W A T select Dashboard: Constriction Sratis Repor | Mode: View +~  fINew _fEdit [0 Delste &} Setas Default
B | st caereo s sroR 2023 101 -
E Genera
_—_— Centract —
. Workilaw  Aviar ol Arcivcd Hisloric Tevinalse] ST g a valuer -
[Jf] "sST-cAERFOFSLSPDR2023(N(1) & Stauss: o e
Projecl v

@ + Doruments
& Dacument Search
= Project Reporl Gallery
u Project Calendar
+ lunt Meanagement
+ MNid Fstimate Intormarion

+ Eidding

= Conlracs

= SIT-CATREDF2 I SPDR 2023-1(1)

+ Lowuments

+

Contiguratons
= Conlracl ems

Progress Tracking

+ o+

Bilings & Faviments
> m Contract Modifications

= Submittalz

Figure 57: Navigation to Contracts

4. Click Contract Items.
The ITEM LIST page is displayed.

PROJECTS ITEM LIST
Typ= to Snarch VoA Mewe ~ Save Lock [ Excel import ¢ Expart ~ Mare =
¥ + i P P
& - R —— O nName Line Humber Description Unit Current Oty UnitPricein$  Supplemenal B
- A 5 15F1R 1 y |~

ERFO repairs an Black Mountain

[pf] T SIT-CAERTOTSLSPOR 20251 & [ @M sehedule A Road For MSE Walls, Gabion
@ + Docarnents Walls and Drainage Flumes.
= Document Search
m Projent Report Gallory
= Project Calendar
+ fun Managsment
+ Uid Lstimate Infermation
+ Biddirg
— Contracrs
= 3T CAERFO "5 LSPDR 0.
+ Duzuments
+ Configuralions

m Contract leams

+ Progress Tracking

+ Billings & Hayrments

Total Ameunt (£): 275387260 Total Probable Ameunt (¢ 275387283 Total Pald t Bate Amaunt (Sk 0.00
® Conlracl Modifications

[R— ~OfR an vage 1of

Figure 58: Item List Page
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5. Inthe list page, select the appropriate container, and then click Edit.

EDIT CONTAINER

[@ savea Exit

Name

Description :

Schedule Letter

Option/Base/New :

Schedule

MILES
Miles :
Lane Miles :
Trail Miles :
GIS DETAILS
O RoutelD

No records avai ahle.
<4

[ save & continue

@ Cancel

Schedule A

ERFO repairs on Black Mountain
Road for MSE Walls, Gabion Walls
and Drainage Flumes. P

H

Base

: 25501 Canstructing mechanically

stabilized earth wall

.10

£

T e ey ]

»

Figure 59: Edit Container Page

The EDIT CONTAINER page displays the following information:

Note: Most of the container details are retrieved from the final engineer's estimate. For more
information on the engineer's estimate, refer to M04 Design Estimate PG.

Section Name

Column Name

Description

Name

The name of the container as defined in the final
engineer's estimate.

Description

The description of the container as defined in the
final engineer's estimate.

Schedule Letter

The schedule letter from the awarded bid in the
Bid Opening And Review form.

Option/Base/ New

The value of the schedule letter from the awarded
bid in the Bid Opening And Review form.

Schedule The schedule construction type as defined in the
final engineer's estimate.
MILES Miles The miles as defined in the final engineer's
estimate.
Optionally, you can enter a positive number with
up to two decimal places.
Lane Miles The lane miles as defined in the final engineer's

estimate.
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Section Name

Column Name

Description

Optionally, you can enter a positive number with
up to two decimal places.

Trail Miles The trail miles as defined in the final engineer's
estimate.
Optionally, you can enter a positive number with
up to two decimal places.
GIS DETAILS Route ID The identification code of the route as defined in
the final engineer's estimate.
Latitude The latitude coordinate of the route as defined in
the final engineer's estimate.
Longitude The longitude coordinate of the route as defined in
the final engineer's estimate.
Remarks The additional comments for the route are defined
in the final engineer's estimate.
BRIDGE DATA Bridge Name The name of the bridge is defined in the final

engineer's estimate.

Bridge Number

The identification code of the bridge as defined in
the final engineer's estimate.

Bridge Length

The length of the bridge as defined in the final
engineer's estimate.

Bridge Area

The area of the bridge as defined in the final
engineer's estimate.

Type

Bridge Construction | The bridge construction type as defined in the

final engineer's estimate.

6. Optionally, to manage the information in the GIS DETAILS section, perform the following steps:

To add a GIS detail, click Add, click the cells of the respective columns, and then add the

appropriate information as described in the following table:

Column Name Description
Route ID Enter the identification code of the route.
Latitude Enter the latitude coordinate of the route.
Note: You must enter the value within the range of -90 to 90.
Longitude Enter the longitude coordinate of the route.
Note: You must enter the value within the range of -180 to
180
Remarks Enter any additional comments for the route, if applicable.
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* To edit a GIS detail, click the appropriate columns of the respective row and make the
necessary changes.

* Todelete a GIS detail, select the check box adjacent to the appropriate row, click
Delete, and then click OK.

7. Optionally, to manage the information in the BRIDGE DATA section, perform the following steps:

* To add bridge information, click Add, click the cells of the respective columns, and then
add the appropriate information as described in the following table:

Column Name Description

Bridge Name Enter the name of the bridge.

Bridge Number Enter the identification code of the bridge.

Bridge Length Enter the length of the bridge.

Bridge Area Enter the area of the bridge.

Bridge Construction Type From the drop-down list, select the appropriate bridge

construction type.

Available options are active bridge construction types
defined in the Bridge Construction Type catalog of the
library.

* To edit bridge information, click the appropriate columns of the respective row and make
the necessary changes.

* Todelete bridge information, select the check box adjacent to the appropriate row, click
Delete, and then click OK.

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

3.3.2. Adding Items to a Contract
Until the contract items are locked, you can manually add items to a contract.

Note: You can manually add items only if the Solicitation Procedure in the published advertisement is
defined as Design-Build or Letter Contract.

You can add work items to a contract in the following ways:

e 3.3.2.1. Manually entering the appropriate information for standard items or non-standard items
e 3.3.2.2. Adding items from the predefined set of standard items from the Library
e 3.3.2.3. Add items in bulk using Excel Export/Import

63



Federal Highway Construction Part A
Administration Participant Guide

3.3.2.1. Adding a Contract Item Manually
Prerequisites

e Inthe published advertisement, the Solicitation Procedure is defined as Design-Build or
Letter Contract.

e Contractitems are not locked.

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

o Administrator
Construction Component Lead
Construction Admin Staff
For more information on role-specific permissions, refer to Contract ltems Permission
Matrix.

Overview

In the ITEM LIST page, the New feature enables you to manually add contract items. You can manually
add the details of a contract item or add a contract item available with predefined information from the
Standard Items Table catalog of the library.

Steps

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

PROJECTS PROJECTS
Q, Iype to Search X W oA 4) New [ workflow ~ [&] Reports ~ 8y ManageUsers P Mark Offline/Online &) More ~
i‘] PT—— 0  Project Code Project Name Projeci Description Business Unit
selact Prajer A
.
A Recent Projects
SIT MT NPS GLAC 14(4) 8 MT MPS- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
B SIT- CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
@‘ All Projects SIT MT NPS GLAC 14(4) B MT NF5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof1Z ... Western Federal Lands
|

Figure 60: 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 o Search X W A g select Dashboard: lisse v Made:| view v PNew
"} 51 -CAERIO 15 L5PDR 2023-1(7) -

Haporl v

E E—— Kardder EAEE]

Genaral
[{1] =71 ST CAERFOESLSPOR 20231(1)

Schadiilel =rer
alternates =]
& + Documents
= Ducurrent search
= Froject Reoort Gallory
" Project Calenoar
— lund Managzment
u Project Zund List
m Project -und Iransactior
= Fuading 2ulas
+ 5id Eslimale Informalion
+ Biddirg

+ Contraets

Figure 61: Expanding Projects Folder

_F Edit T0I Delere £} Ser Az Defauk

|

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DFTAI 5
Q ype Lo seard ¥ W A T sclect Dashboard: | Canstruction Status Report v Mode: View -
IY | st caereors Lseor 2023 1) -
General

Cantrack

Werkllow  Aviarded, Ardived Hisloriy, Terninal| s) ﬁ':,f‘“ <Gl a valie® -
] TVST-CAERFOFSLSPDR2023A(N(1) & Slatus: — e
Prujuel v/

@ + Dowuments —

Dacument Search

Project Resorl Callery

Project Calendar

+

Turng Menagement

+

Rid Fstimate Informarion

+ Eidding

= Conlracs

— SIT-CATRFD FS [ SPDR Z023-1(1)

+ Dutuments

+ Configurations

= Canlracl Lams

+ Progrees Tracking

+ Billings & Mayimenls
> m Cantract Moaiications

= Submttals

Figure 62: Navigation to Contracts

4. Click Contract Items.
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The ITEM LIST page is displayed.

PROJECTS ITEM LIST
Q, Type toSearch KW A ) New - save @ Lock Bt ExcelimportsExpart ~ () More -
Line Number Description Unit Current UnitPricein§  Supplemental 0
i"j SIT - CA LRRFD FS LSPOR 2023-7(1) - D Rans 3 y e

n_

ERFO repairs on Black Mountain
[f] TOSCATHMQISISPIRIEEL & [ Ef schedulea Road for MSE Walls, Gabion

@ + Documents Walls and Drainage Flumes,
® Document Search
m Projec Repon Gallery
m Project Calentlar
+ Func Maragzment
+ Eid Estimate Informaton

+ Eidding
— Comlracls
= Sl -CALRFO S5 L5PDR 20,
+ Documents
+ Configurations
L] Enntladlt!rns

+ Progress Tracking

+ Eillings & Mayments ]
. Total Amount ($1: 275587282 Total Probeble Amount Sk 275357283 Total Peid t Date Amaunt () 0.00
> = Contracl Modifications
- Submitials - R |an Page Tl

Figure 63: Item List Page

5. To add an item within a selected container, select the appropriate container, click New, and then click
New.

ITEM LIST
.n New ~ Save &) Lock Bt Excel Import / Export ~ @ More ~

Line Number Description

.ﬁ New
I3 Add Multiple

Schedule A

O w1 [ 15101-0000 A0010 MOBILIZATION

Figure 64: Adding New Item
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The NEW ITEM page is displayed.

NEW ITEM

[@ save & Exit  [® Save & Continue

Container :
pay Item No. "
Line Number *;

Description .

Supplemental Description

Unit *;

Funding Rule :
Quantity "
Original Qty :
Unit Pricein$ ™

Amountin$ :

Complete

Pay Item Type

Material Incentive :

[® savea createNew (%) cancel

&
Root/Schedule A Select Item from Library

AV Clear standard Item Table : FF 14 -
AQ10
B Ignare Centainers of Standard Irems
CONSTRUCTION SURVEY AND
STAKING
&
LPSM &
Select ~
2.000 | Subltems
2.000
£0,000.00
100,000.00
N v
O Yes @I No v

Figure 65: New Item Page

Note: By default, the Material Incentive field is selected as No. Itis a non-editable field.

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

Field Name Description
Container If you have selected a container, the name of the selected containeris
displayed.

To select a different container to categorize the item, perform the
following steps:

67




Federal Highway
Administration

Construction Part A
Participant Guide

Field Name Description
a. Click .
The SELECT CONTAINER page is displayed.
=-Root
~-Schedule A
Figure 66: Select Container Page
b. Available options are containers defined in the final engineer's
estimate.
c. Clickthe appropriate container.
Pay Item No. Enter the item number.

Alternatively, to select an item from the library, perform the following
steps:
a. Inthe Select Item from Library section, from the Standard

Item Table drop-down list, select the standard table in which
the item is defined.

Select Item from Library

Standard Item Table : FP 14 ~

lgnore Containers of Standard Items

Figure 67: Select Item from Library Section

Available options are FP 03, FP 14, and FP 24.

The drop-down list displays the standard item tables defined in
the Standard Items Table catalog of the library.

For information on Standard Items Table, refer to the Standard
Items Table section in the A01 Library

Management PG.

b. Click Select to select an item from the selected standard items
table.
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Field Name

Description

The Please select an item dialog box is displayed.

Please selact an Item x
1515 o T PATION e N e -
1570000 CONSTRLITICN SIRVTY HDSTAKING = N e
s LIS AL L 2 N Ne
15205-LU0y SLEFLBLILELHAL AN2 CLLANING AKL WHULLIHG 218K FuM M M
SLE e KEFEREN LEAKINGE ML GHUEEING 510K MILE s M
CERERL e 31 e N e
SENTFRL NE, YSRIFICATION AHR STACHG e N e
1210 400 LN ERL e, 51 ASLSHIEH e N N
LEEA R .’ S IAKIFGG, IMISCEL ARECUS H5M s e
19312 1 R AKING, FRINGE = N e
15212 2000 = E He
15712350 = N e
15714 2000 raM N ez
15215-100% A M M
15715700 s N N
fmpe SLREY AT SIRING, IRAINSGE ST UL 5= it N e
1821500 SURLY AT SIAKING, FLIMANLY | MURUMLNT AN RARCL e N Ne -
[« ]+ [MEREREE - |+ A 10 af 3umi tame

Seiect || cancsl |
Figure 68: Please select an item dialog box

Items are displayed in the ascending order of the pay item
number and based on the Measurement System defined in the
project details page.

Available options are items defined in the selected standard
items table that is defined in the Standard Items Table catalog
of the library.

For information on Standard Items Table, refer to the Standard
Items Table section in the A01 Library Management PG.

Click an item, and then click Select.

The Pay Item No., Description, Unit, and Unit Price in $ are
displayed.

If an item added from library has the Material Incentive field
selected as Yes, an item is automatically added with the
following information:

Field Name Description

Container The value as specified for

Pay Item No. the parent
item.

Description The same description as
the parent
item appended with
(Quality).

Unit The value as specified for
the parentitem.
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Field Name

Description

Field Name Description

Funding Rule If a default funding rule is
assigned to the project,
then the same funding
rule is displayed.
Otherwise, the field is
blank.

Quantity If the Unit field is LPSM or
CTSM, then 1is
displayed.

Otherwise, the field is
blank. Itis always LPSM
for the Material Incentive.

Line Number The fields are blank.

Supplemental The fields are blank.

Description

Unit Price in $ The fields are blank.

Complete The fields are blank.

Probable Quantity The fields are blank.

Notes The fields are blank.

Pay Item Type The pay item type is any
one of these: N, NM, NR,
NS, QM.

Material Incentive Itis selected as No.

To update the necessary fields for the item, refer to the
appropriate rows in this table, as applicable.

Line Number

Enter a unique alphanumeric number to add the item.

Description

Enter the description of the item.
Iltem description is displayed automatically if you have selected the
item from the library.

Supplemental

Enter additional description specific to the item.

Description

Unit From the drop-down list, select the unit of measure for the item.
Available options are LPSM, MILE, EACH, SQYD, etc.
The drop-down list displays the measurement units defined in the
Measurement Systems catalog of the library.
For more information on measurement systems, refer to the
Measurement Systems section in the A01 Library Management PG.
Item unit is displayed automatically if you have selected the item from
the library.

Funding Rule From the drop-down list, select the funding rule for the item. Available

options are active and approved funding rules defined for the project.
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Field Name

Description

For more information on funding rules, refer to the Funding Rules
section in the M03 Fund Management PG.

For more information on associating a funding rule to an item from the
Contract Items list page, refer to Section 3.3.4 Associating a Fund Rule
to a Contract Item.

Quantity

Enter the appropriate quantity of the item.
Additionally, you can add sub items to an item, and the quantity of the
item is calculated as the sum of all the sub items added.

Note: Prior to adding sub items, ensure the Unit and Pay Item Type
fields are updated with necessary information.

For information on sub items, refer to Section 3.3.2.4. Adding Sub
Items. Upon entering the value in the Quantity field, the Original Qty
field displays the same value as defined in the Quantity field until the
contract items are locked.

Note: After the contract items are locked, the value in the Original Qty
field does not change.

Unit Pricein $

Enter the cost per unit.

Upon entering the values in the Quantity and Unit Price in $ fields, the
Amount in $ field displays the total amount of the item.

It is calculated as: Quantity x Unit Price in $.

Complete

Select the check box to mark the item as complete.

Note: The items are automatically marked as complete upon approving
the balance change modification.
However, this field remains editable at this stage.

Pay Item Type

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

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

The item type is displayed automatically if you have selected the item
from the library.

Notes

Enter any additional information relevant to the item.

Probable Qty

Enter the appropriate probable quantity for the item.

Upon entering the values in the Probable Qty and Unit Price in $ fields,
the Probable Amount field displays the total amount of the item.

It is calculated as: Probable Qty x Unit Price in $.

Note:

Probable quantity defines the estimated quantity for a contract item to
keep a track on the suggested number of a contract item and its actual
usage during the construction.
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Field Name Description
Only users with permission defined in the Additional Permissions Setup
catalog of the library can view and update this field.
For more information on additional permissions, refer to the Additional
Permissions Setup section in the A01 Library Management PG.
Note:

e The Paid To Date Qty field displays the item quantity that are part of the Pay Estimates in the
Approved for Payment and Paid workflow status.

O O O

At the bottom of ITEM LIST page, the following fields are displayed:

Total Amount ($): Sum of all the Amountin $

Total Probable Amount ($): Sum of all the Probable Amountin $

Total Paid to Date Amount ($): Sum of all the Paid to Date Qty x Unit Price

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

8. To save the item, perform any of the following steps, as applicable:

e Click Save & Exit to return to the item list page.

e C(Click Save & Continue to save the item and continue on the same page.

e Click Save & Create New to save the currentitem and continue creating new items.

Click Cancel to discard the added information and exit the page.

3.3.2.2. Adding Multiple Contract Iltems

Prerequisites

e Inthe published advertisement, the Solicitation Procedure is defined as Design-Build or

Letter Contract.

e Contractitems are not locked.

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

Administrator

O O O O

Matrix.

Overview

Construction Component Lead
Construction Admin Staff
For more information on role-specific permissions, refer to Contract Iltems Permission

In the ITEM LIST page, the Add Multiple feature enables you to add items only from the library. You can
add multiple contract items at once to save time and effort.
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1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS

Q lype to Search

Fal

Selart Preje

E 4 Recent Projects

i
@

PROJECTS

v 41 Mew [ Workflow ~  [&] Reports -

0  Project Code

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

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

All Frojects

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

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

&

Manage Users
Project Name
Rehabilitate Many Gla...
Rehabilitate Many Gla...

Rehabilitate Mary Gla...

P& Mark Offline/Online

Project Description

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

Reconstruction of 12 ...

Construction Part A
Participant Guide

) More ~

Business Unit

Western Federal Lands
Western Federal Lands
Western Federal Lands

Western Federal Lands

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

Figure 69: 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  "40)=Cl Lz |AILs
Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: visw ~  fINew _FEdic [0 Delete 3 Set As Default
B o crewoissioramzm -
Hadcer 1113 schadiilal srer |
[4] T SIT-CAERFD S LSPOR 20231(1) P =

,@_ + Documents
= Ducument Sedrch
= 2rojec Resart Gallery
® Froject Calennar
— Jund Managsment
m Project “und List
m Project -und ransactior

= Funding 2ules

+ Sid tslimale Informalion

+ 3Biddirg

+ Contracts

Figure 70: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DFTAI S

Q, ype Lo Search X v A ii Selzct Dashboard: Construction Srarus Repor ~ Mode: View - .‘,"] Newr _ﬁ' Edit ]\1[ Delete ‘2‘,, Set As Default

I'} ST CAERFD FSLSPDR 202

General
R — Cantract s e,

Workllsw  Avirdod, Arcdived Rislaric Terminal[s] oe <Bulal aValues -
[Jif 7 SIT- CAERFO FS LSPDR 2023-1(1) (1) a Slalus: - :
Prujuel ~

@ + Dowumnesnls —
® Dacumen Search
= Project Resorl Gellery
u Praject Calendar
+ lurk Menagement
+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 71: Navigation to Contracts

4. Click Contract Items.
The ITEM LIST page is displayed.

PROJECTS ITEW LIST
Q Type o Search K W oA 0 oNew - ssve @ Lock Bt ExcellmportsExpart ~ {3 More -
Line Number Description Unit Current UnitPricein ¢ Supplemental D
1 o o zen 0y | - O | Name J y R

B_.

ERFO repairs on Black Mountain

Eﬂ TR CAHIOTSISPDRYIVEL. &[] B Schedule A Road for MSE Walls, Gabion
@ + Documents Walls and Praineags Flumes,

= Document Search

= Projec Report Gallery

u Project Calendar

+ Func Management

+ Eid Estimats Information

+ Biddirg

— Conlracts

— SI1 - LA LRED =5 LSRR 20,
+ Documants

inns

® Contract ltems

+ Progress Tracking

=+ Eillings & MPayments < >

. Tolal Amount (:2,753,872.85  Todsl Prakeble Amsumt [3k 275587208 Tols| Peid to Bais Amaovnt (55 0.00
® Contracl Madifications

> R .oaon e

Figure 72: Item List Page

5. Select the appropriate container to add items.
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6. Click New, and then click Add Multiple.

ITEM LIST

.ﬁ New ~ Save &l Lock E}t Excel Import / Export @ More -

Line Number Description

.n New

[} Add Multiple

Schedule A

g —

[l [ 15101-0000 AD010 MOBILIZATION

Figure 73: Add Multiple Option

The ADD STANDARD ITEMS page is displayed.

ADD STANDARD ITEMS

[@ save &) cancel | & Add | [] Remove

Standard Item list: P 14 ~ & ignore Conrainars of Standard rems

I S S S e e

MU Dala available.

| . Page 1 of 1,items 0 ta 0 of 0

Figure 74: Add Standard Items Page

The following information is displayed:

Field Name Description Comments

Standard Item list The standard items table selected for the | Note: You cannot edit these
project. fields.

Ignore Containers of By default, the check box is selected to

Standard Items ensure containers of standard items are
not added.
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7. Click Add to select an item from the standard items table selected for the project.
The Standard Items dialog box is displayed.

Standard Items X

O selectzl of (ol 3,938

Pay ltem No. Y | Description Y [Unit Y |PayltemTy.. T |Materialince..
15101-0000 MCB LIZATION Y M No a
15201-0200 CONSTRUCTION SURVEY AND STAKING LFSM N No
15201-9299 HEID' TEST PAY TEM ORDER LNFT 1 No
15205-0000 SLOPE, REFERENCE, AND CLEAR NG AND GRUEBING STAKE LPSH N No
15306-00600 SIQPF, REFFRENCE, AND €] FAR NG AND GRURR NG STAKF MIF N No
15210-1000 CENTERLINE, STAKING MILE N No
15270-3000 CENTERLINE, VERIFICATION AND STAKING MILE il No
15210-4200 CCNTCRLINEG, CSTABLISI IMENT MILL N No
152714-0000 SURVLY AND STAKING, MISCCLLANCOUS LFSM N No
15274 1000 SURVEY AND S TARING, BRIDGE s N No
152742000 SURVEY AND STAKING, Rz AN NG WAL Y N No
15214-2500 SURVEY AND STAKING, RIINFORCED SOILSLCPS LPSM N No
1527 4-3000 SURVEY AMD STAKING, PARKING AREA LESH M No
152151000 SURVEY AND STAKING, APPROATH ROAD EACH N No
15215-2200 SLRVEY AND STAKING, BRIDGE EACH 1 No
15215-3000 SURVEY AND STAKING, DRANAGF STRUCTLIRF FACH N No
v

nn@nn 40 v ltems Nuilers Lo display
soe

Figure 75: Standard Items Dialog Box

8. Available options are items defined in the selected standard items table that is defined in the
Standard Items Table catalog of the library.
For more information on standard items, refer to the Standard Items Table section in the
AO02 Library Management PG.

9. Select the appropriate items, and then click Select.

10. Click Save.
The ITEM LIST page is updated with the selected items.

Note:

e Forthe selected items, the values in the Container, Pay Item No, Description, Unit, Pay Iltem
Type, and Material Incentive fields are retrieved from the Standard Items Table catalog of the
library.

e To update item information, refer to Section 3.3.3. Editing Contract Item Details.
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3.3.2.3. Import Contract Items in Bulk
Prerequisites

e Inthe published advertisement, the Solicitation Procedure is defined as Design-Build or
Letter Contract.

e Contractitems are not locked.

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

Administrator

Construction Component Lead

Construction Admin Staff

For more information on role-specific permissions, refer to Contract ltems Permission

O O O O

Matrix.
Overview

The Excel Import / Export feature enables you to upload and update work item details to a contractin
bulk.

The high-level process of uploading or updating details of work items in bulk is as follows:

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

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

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

PROJECTS PROJECTS
Q, ype to Search X W oA 41 Mew B workflow ~  [3] Reports ~ 8y Manage Users g Mark Offine/Online &) More ~
n Selact Praject 0 Project Code Project Name Project Description Business Unit
Selart Prejec -
T T T T
E 4 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 2023-1{1)
SIT MT NPS GLAC 14{4) 8B 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 76: 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 o Search X W A g select Dashboard: lisse v Made:| view v PNew
"} 51 -CAERIO 15 L5PDR 2023-1(7) -

Haporl v

E E—— Kardder EAEE]

Genaral
[{1] =71 ST CAERFOESLSPOR 20231(1)

Schadiilel =rer
alternates =]
& + Documents
= Ducurrent search
= Froject Reoort Gallory
" Project Calenoar
— lund Managzment
u Project Zund List
m Project -und Iransactior
= Fuading 2ulas
+ 5id Eslimale Informalion
+ Biddirg

+ Contraets

Figure 77: Expanding Projects Folder

_F Edit T0I Delere £} Ser Az Defauk

|

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DFTAI 5
Q ype Lo seard ¥ W A T sclect Dashboard: | Canstruction Status Report v Mode: View -
IY | st caereors Lseor 2023 1) -
General

Cantrack

Werkllow  Aviarded, Ardived Hisloriy, Terninal| s) ﬁ':,f‘“ <Gl a valie® -
] TVST-CAERFOFSLSPDR2023A(N(1) & Slatus: — e
Prujuel v/

@ + Dowuments —

Dacument Search

Project Resorl Callery

Project Calendar

+

Turng Menagement

+

Rid Fstimate Informarion

+ Eidding

= Conlracs

— SIT-CATRFD FS [ SPDR Z023-1(1)

+ Dutuments

+ Configurations

= Canlracl Lams

+ Progrees Tracking

+ Billings & Mayimenls
> m Cantract Moaiications

= Submttals

Figure 78: Navigation to Contracts

4. Click Contract Items.

78

finew _FEdit T Delete &} SetAs Defaull



Federal Highway Construction Part A
Administration Participant Guide

The ITEM LIST page is displayed.

PROJECTS ITEM LIST

Q, Type to Search X v oA ) new - seve ) Lok B Excel importf Expart - {3 More =
Foj LA R S LR O Name Line Nunber Description Unit Current Qty UnitPricein$  Supplemesal D

S DA TRAD FS LSEDR 008101 | -

General
- ERFO repairs on Black Mountain

[;I B SIT- CAERMO M5 LSPDR 2023-1.. & [ Er schedule s Road for MSE Wallz, Gabion

+ Docament Walls and Drainage Flumes.

= DocumentSazrch
= Project Report Gallery
= Project Calendar
+ Tumd Managsmant
+ Uid Lstimate infermation
+ pickdig
— Controcts
= SIT CAERFO F5LSPDR 20..

“ Dozumenis

+ Configurations
+ Progress Trocking

Eillings & Payments
+ = ¥ 4 >
Total Amount (Si: 2753 87268 Total Frobable AMoUNt [Sk 275387263 Toral Palt ©o DALs AMOUNE (S): 0.00

® Conbracl Modifications

’ R . ooa-an .

Figure 79: Item List Page

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

ITEM LIST
.|:I New ~ Save &; Lock Elf Excel Import / Export ~ @ More ~
D Name escription
B} Excel Import
B Excel Export (xIs)
[[] B schedulea [ Excel Export (xlsx) thedule A
O [} 15101-0000 &l Excel Template (xis) DBILIZATION
ml Excel Template (xIsx)
INSTRUCTIO
I:I E 15201-0000 ml Excel Template With Data (xls) AKING
ol Excel Template With Data (xIsx) | IRVEY AND S
O [} 152140000
SCELLANEO

Figure 80: Excel Import / Export Option

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

Note: It is recommended to download the template with data. To download the template workbook
with data, ensure a Contract Items record is created and the appropriate details are added.
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6. Open the saved Excel workbook template.

@ duotae (@ o) Y2 9 = Contred Detdlls ems Template - Compatisility Mede (@ - Saved to this PC v 2 . — a b
File  Home Inseit  Diaw  Pagelayout Formulas  Date  Review  View  Automale  Help  Acabat | Comments | ey
”‘JD A [aial ERII 8 Genel | [ conditonal Formattng + B nsert p o [_.} F]
o -, j
L F— - ! & &4
- T ) - - - o - L v -
bosre LB B I U~ A p $ - % 9  [EEromataslable 2% Delote tditing Croate D Creaia 2DF and
v e D1, B A o B Cel Styles = ] Fremat = - ani Shate Ik Share via Outlonk
Clipboard R Fort (] 1 Numbzr =] Sygles Cells Sersilivily deki-ins acdohie Arzobul ~
H1D ~ i Je -

A B c D E F [} H | d K a

L 15
1 /Internal D Type Indent Level Name Description Notes Payltem Na Current Qty Fund Rule  Unit  Unit Price in$  |s Camplete  Probahle Quantity Probahle Amountin$  Lini
0 0 0.00 N

na
@
4

Instructions  ltem A H | ]

Figure 81: Excel Workbook

The template workbook contains the following sheets:
e [nstructions sheet —This sheet provides instructions to enter details of the contract items.
e Item sheet-This sheet enables you to provide accurate information about the items in
respective columns of this sheet.
7. Inthe Excel workbook, perform either of the following steps as applicable:
e Toupload new items, refer to Section 3.3.2.3.1. Upload New ltems.

e To update the existing Contract Items record, refer to Section 3.3.2.3.2. Update the existing
items.
8. To import the template workbook with item details to the application, perform the following steps:
a. Inthe ITEM LIST page, click Excel Import / Export, and then click Excel Import.

ITEM LIST
.|':| New ~ Save &; Lock E}r Excel Import / Export = @ Maore -
D Name escription
Eh, Excel Import
B Excel Export (xIs)
|:| [21 [ Schedule A R Excel Export (xIsx) :hedule A
O [} 15101-0000 [ Excel Template (xis) DBILIZATION
ml Excel Template (xIsx)
INSTRUCTIO
D E 15201-0000 al Excel Template With Data (xls) AKING

Excel Template With Data (xIsx) IRVEY AND S

o
15214-0000
D |n SCELLANEO

Figure 82: Excel Import
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The IMPORT DETAILS FROM EXCEL FILE page is displayed.
IMPORT DETAILS FROM EXCEL FILE

@ Back

Select File : | Choose File | No file chosen

Upload

Figure 83: Import Details From Excel File Page

b. Click Choose File to select the workbook with updated details.
The Open dialog box is displayed.

e Open x
&« v J » Downloads ~ C Search Downloads P
Organize ~ New folder = - [ e

Name Date modified I
@l Desktop » ~ Today
| Downloads # ‘ Contract Details Items_Template 7/26/2024 9:09 PM
» 2832 DCBPB1706E_2023-24 FY 2023 - 2024. 1/26/2024 4:37 PM

= Documents
~ Yesterday

pictures * @ Aurigo Praduct Functional Training Program {ILT...  7/25/2024 5:23 PM
0 Music * @ Change Management 772572024 4:45 PM
i videos » I 18] Aurigo Product Functional Training Program (ILT...  7/25/2024 4:20 PM
2024 Screenshots ~ Earlier this week
Training Materials —
File name: |Contract Details Items_Template ~ ‘ All files v

Upload frem mobile Cancel

Figure 84: Open Dialog Box

c. Selectthe appropriate workbook, and then click Open.
d. Click Upload to import form information from the Excel workbook to the form. On successful
import, the success message is displayed.
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e. Onencountering errors while importing an Excel workbook, perform the following steps:
i In the toolbar, click Error Log.

IMPORT DETAILS FROM EXCEL FILE

© Back ‘g’}] Error Log

Figure 85: Error Log Option

The error log workbook is downloaded to your local storage.

ii. Openthe workbook to view the errors in the various columns.

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

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

iv.  Save and upload the Excel workbook to import the updated information.

f. Click Save.
g. Click Back.
The item details in the Excel workbook are uploaded to the ITEM LIST page.

3.3.2.3.1. Uploading Item Details in Bulk
Steps

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

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

The Internal ID column displays the unique identification code for the
corresponding record of the form and is used as a reference to
update work item details.

Type Enter the type of item being defined.
e To create an item, enter Item.
e To create a sub-item, enter Subltem.

Indent Level Defines the line number of the parent container to group the current
container or item into the parent container. Specify 0 for first level
containers.

For example, consider two containers, CONT1 and CONT2. To define
CONT2 under CONT1, Indent Level for CONT1 must be setto 0 and
Indent Level of CONT2 must be set to 1. Similarly for items, to define
anitemin CONT2, Indent Level of the item must be set to 2.
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Column

Description

The hierarchy of containers and items in containers must be defined
sequentially in the Excel worksheet. For example, to define an itemin
a container CONT3 that is at indent level

0, the item must be defined with indent level 1 after the row with
details of container CONTS3.

Similarly, to define sub-items for an item that is at indent level 1, the
sub-items for that item must be defined with indent level 2 after the
row with the details of the item.

The following images illustrate three containers C1, C2, and
C3. Container C3is within C2. Iltems ITEM1isin C1, ITEM2isin C2,
and ITEM3isin C3.

Note the following factors:
e Theindent levels defined in the Excel workbook
e Theitem ITEM1 is marked as a non-contractitem, and
therefore the Amount in $ column for the item displays zero in
the ITEM LIST page
e Theitem ITEM2 is marked as Complete, and therefore will not
be available for inclusion into any pay estimates
The following image illustrates the items and containers defined in
the Excel workbook:

* lintemal Il 1ype Indent Level Line No Name Description  Motes I'ay Item Ne Accounting Code Wuantity Croup | und
Cotsirer 1C1

J=ECAIEN * MOIEAIEM ® 1IEM* “0 Uetault

3 JZECATEN 2 MOTEHTEM 2 ITEMZ2 20 Default

JZSCITEN 3 MOTE ITEM 3 ITEM3 30 Default

Bl en s
SRPERT
[ORRIRSN P

s

etruclors hem (]

Reacy 1w} I - 1 + o
Figure 86: Items and Containers Illustrated in Excel Workbook

The following image illustrates the items and containers imported to
the application using the Excel workbook containing information as
illustrated in the previous image:
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Column Description
A Hew - & Lock [8] Farecost [ Cxcellmaore/Dxport ~ & More -
O e F— roue
O 3 a
O [ omem i DESC-TEM 1 Defaule
aa
O [ oz 2 DEsCTTM 2 Default
O Bermo
O B M 3 DESC-TEM 3 Defaull
Figure 87: Items and Containers Import List
Mandatory field; information must be provided.

Name Enter the name of the item or the sub-item.

Description Enter the description of the item.

e |[fTypeis entered as Item, then in the Item Description
column, enter a description for the item.

e [fTypeis entered as Subltem, then in the Item Description
column, enter a name for the sub-item.

Notes Enter any additional information relevant to the item.

Pay Item No If Type is entered as Item, then in the Pay Item No column, enter a
unique name or identifier to identify the item.

Mandatory field; information must be provided.

Note: Prefix an apostrophe to the first Pay Item No in the sheet if the
first 8 rows contain numeric values, followed by alphanumeric pay
item numbers starting row 9. Microsoft Excel automatically converts
a text-

content column to a numeric-content column if the first 8 rows
contain numeric values.

Current Qty If Type is entered as Item, then in the Quantity column, enter the
required quantity of the item.

If Type is entered as Subltem, then in the Quantity column, enter the
required quantity of the subitem. The quantity of the item is
calculated as the sum of all its subitem quantities.

Fund Rule If Type is entered as Item, enter the Rule Name of the funding rule
from the list of approved fund rules to associate the item amount to
the selected fund rule.

For more information on funding rules, refer to the Funding Rules
section in the M03 Fund Management PG.

Note: You can change the fund rule of an item at any time until the
contract items are locked. For more information on associating a
funding rule with an item, refer to Section 3.3.4. Associating a Fund
Rule with a Contract Item.
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Column Description
Unit If Type is entered as Item, enter the unit of measure for the item.

Note: Ensure the unit of measure used is defined in the measurement
system selected for the project.

A measurement system is selected for every project.

For information on the measurement system selected for the project,
refer to Creating a Project topic in the M02 Project Management
PG.

Mandatory field; information must be provided.

Unit Pricein $ If Type is entered as Item, enter the cost per unit. Mandatory field;
information must be provided.
Is Complete Note: The items are automatically marked as complete upon

approving the balance change modification.
However, the field remains editable at this stage. You can enter Y if
the items are complete, else enter N.

Probable Quantity Enter the appropriate probable quantity for the item.
Probable Amountin $ Enter the appropriate probable amount of the item.
Line Number Enter the line number of the item.

Supplemental Description | Enter additional description specific to the item.
CM# Leave the field blank.

Original Quantity

Amountin $

Paid to date Qty

3.3.2.3.2. Updating Item Details in Bulk
Steps

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

Note: Deleting an item from the Excel workbook does not delete the item in the standard items table.

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

e To create anitem, enter Item.
e To create a sub-item, enter Subltem.

Indent Level Defines the line number of the parent container to group the current
container or item into the parent container. Specify 0 for first level
containers.

For example, consider two containers, CONT1 and CONT2. To define
CONT2 under CONT1, Indent Level for CONT1 must be setto 0 and

85



Federal Highway
Administration

Construction Part A
Participant Guide

Column

Description

Indent Level of CONT2 must be set to 1. Similarly for items, to define
anitemin CONT2, Indent Level of the item must be set to 2.

The hierarchy of containers and items in containers must be defined
sequentially in the Excel worksheet. For example, to define an itemin
a container CONT3 that is at indent level

0, the item must be defined with indent level 1 after the row with
details of container CONTS3.

Similarly, to define sub-items for an item that is at indent level 1, the
sub-items for that item must be defined with indent level 2 after the
row with the details of the item.

The following images illustrate three containers C1, C2, and
C3. Container C3is within C2. Iltems ITEM1isin C1, ITEM2isin C2,
and ITEM3isin C3.

Note the following factors:
e Theindent levels defined in the Excel workbook
e Theitem ITEM1 is marked as a non-contract item, and
therefore the Amount in $ column for the item displays zero in
the ITEM LIST page
e Theitem ITEM2 is marked as Complete, and therefore will not
be available for inclusion into any pay estimates
The following image illustrates the items and containers defined in
the Excel workbook:

2
o
&
- & i u- A& j, - % % | EHronratas kble Gt | Edrtmg
& e |o A [@3 e B Cell Styples -
Clizbazid 13 “ont o 3 Mumaer B Styles Analyss | Senstivity ~
mL2 = @
A " © i 1 G 1 1 ¢ 4
* |intemal 10 1ype IndentLevel Line Ho Name  Description Motes I'ay ltem No  Accounting Code Guantity Group 1 und
2 Contzirer 0 Tt
3 Itzm 1 1 JzEGAIEN * HOIEHIEM * 1EM* “0 Uefault
‘ Cuil i 202
5 Itzm 1 3 DEECATEN 2 NITEATEM 2 ITEMZ 200 Default
[ Cuils 1 3C3
T Itzm z 2 JZSCITEV 3 MOTE ITEM 3 ITEM3 30 Default
n
Inslruclions lem (5] 4 v
Reazy 1w} I - 1 + ox

Figure 88: Items and Containers lllustrated in Excel Workbook

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

Description

TTEM LIST

41 Hew ~ & Lock [8 Forecest [t Cxcellmoort/Dxpart € More -

O name Line Nurmber Cescription Grouz Dudget em

@ meme 1 DESC-ITEM 1 Default

% vz 2 DE5C-TCM 2 Default

B o

Oooo0o0ooao
11

R s 3 DESC-TEM 3 Defaull

v
Total Amount in %: 11,000.0000

Figure 89: Items and Containers Import List

Mandatory field; information must be provided.

Description

Enter the description of the item.
e |fTypeis entered as Item, then in the Item Description
column, enter a description for the item.
e [fTypeis entered as Subltem, then in the Item Description
column, enter a name for the sub-item.

Notes

Enter any additional information relevant to the item.

Pay Item No

If Type is entered as Item, then in the Pay Item No column, enter a
unique name or identifier to identify the item.
Mandatory field; information must be provided.

Note: Prefix an apostrophe to the first Pay Item No in the sheet if the
first 8 rows contain numeric values, followed by alphanumeric pay
item numbers starting row 9. Microsoft Excel automatically converts
a text-

content column to a numeric-content column if the first 8 rows
contain numeric values.

Quantity

If Type is Item, then in the Quantity column, update the required
quantity of the item.

If Type is Subltem, then in the Quantity column, update the required
quantity of the subitem. The quantity of the item is calculated as the
sum of all its subitem quantities.

Fund Rule

If Type is Item, update the Rule Name of the funding rule from the list
of approved fund rules to associate the item amount to the selected
fund rule.

For more information on funding rules, refer to the Funding Rules
section in the M03 Fund Management PG.

Note: You can change the fund rule of an item at any time until the
contract items are locked. For more information on associating a
funding rule with an item, refer to Section 3.3.4. Associating a Fund
Rule with a Contract Item.

Unit

If Type is Item, update the unit of measure for the item.
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Column Description

Note: Ensure the unit of measure used is defined in the measurement
system selected for the project.

A measurement system is selected for every project.

For information on the measurement system selected for the project,
refer to Creating a Project topic in the M02 Project Management
PG.

Mandatory field; information must be provided.

Unit Price in $ If Type is Item, update the cost per unit.
Mandatory field; information must be provided.
Is Complete Note: The items are automatically marked as complete upon

approving the balance change modification.
However, the field remains editable at this stage. You can enter Y if
the items are complete, else enter N.

Pay Item Type If Type is Item, update the type of pay item.
The entered value must match the pay item types defined in the Pay
Item Type catalog of the library.

Probable Qty Update the appropriate probable quantity for the item.
Probable Amountin $ Update the appropriate probable amount of the item.
Line Number Update the line number of the item.

Supplemental Description | Update the additional description specific to the item.

3.3.2.4. Adding Sub Items
Overview
You can divide an item into sub items to distribute the amount from different fund sources.

If sub items are defined for an item, the quantity of the item is calculated as the sum of the quantities of
the sub items.

Steps

1. Adjacent to the Quantity field, click Sub Items.

Quantity : 1.000 | [Sub Items

Figure 90: Sub Items

The SUB ITEMS page is displayed.
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SUB ITEMS

.|':I New '@' Delete m Save @ Back

Pay Item No. : 15201-0000

#

Item Description : CONSTRUCTION SURVEY AND
STAKING

r4

e T L

Figure 91: Sub Items Page

The SUB ITEMS page displays the following information:

Field Name Description
Pay Item No The pay item number of the item.
Item Description The description of the item.
2. Click New.
Arow is added to the table. The table displays the following information:
Field Name Description
Unit Pricein $ The unit price of the item.
Unit The unit of measure selected for the item.
Funding Rule The funding rule selected for the item.

On saving the sub item, the Description of the item is updated based
on the funding rule selected.

Note: You can modify the value as necessary.

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

Field Name Description

Quantity Double-click and enter the quantity for the sub item.

Notes Double-click and enter any notes for the sub item.

Funding Rule Double-click and select the appropriate funding rule for the sub item.

Options available are approved funding rules defined for the project.
For more information on funding rules, refer to the Funding Rules
section in the M03 Fund Management PG.

Probable Qty Enter the probable quantity for the sub item.

It defines the estimated quantity (or amount) that may be needed for
the completion of the contract.
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4. Click Save.
Upon saving the sub item details, the Amount in $ and Probable Amount columns display the
amount of the sub item based on the Quantity and Probable Qty specified for the sub item and the
Unit Price in $ value specified for the item.
On saving, the Description of the item is updated based on the Funding Rule associated with the
item.
5. Optionally, to delete an item, perform the following steps:
a. Inthetable, select the appropriate item.
b. Click Delete, and then click OK.
6. Click Backtoreturn to the item page.
Note: Once sub items are added to an item, you can modify the quantity of the item by editing the
quantities of the sub items only.

3.3.3. Editing Contract Item Details

A contract item may require modifications to alter the quantity, unit price, containers, and so on. You can
edit contract item details in the following ways:

e 3.3.3.1.Inline Editing
e 3.3.3.2. Using the Edit option

3.3.3.1. Inline Editing
Prerequisites
The role of the logged-in user must be one of the following:

e Administrator
e Construction Component Lead
e Construction Admin Staff

For more information on role-specific permissions, refer to Contract Iltems Permission Matrix.

Overview

The Inline Editing feature enables you to modify and save item details by directly editing details in the
ITEM LIST page. You can modify only Probable Qty field irrespective of locking of the contract items.

Note: This feature is not applicable for sub items.
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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 oA 41 Mew [ workflow ~ [8] Reports ~ 8y ManageUsers  [g Mark Offline/Online &) More ~
5 0  Project Code Project Name Project Description Business Unit
I'] Selart Project ~

Recent Projecrs

.

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Mary Gla... Reconstructionof 12 ... Western Federal Lands
i3l 5IT - CA ERFO FS LSPDR 2023-1(1)

SIT MT NPS GLAC 14(d) & MT NPS GLACIER Rehabilitate Many Gla.. Reconstructionof12 .. Western Federal Lands
@ All Projects SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Mary Gla... Reconstructionof 12...  Western Federal Lands

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

Figure 92: 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  "40J=C1 Dz 1AILs
Q, Type o scarch X W A iy Select Dashboard: Lissc ~  Made: | Visw ~ finNew _FFdit T Delete %5 Ser As Default
B s cmosionzzm - . "
1z
- Fadder 113 Schadulal arer ‘
[ =7 SIT-CAERFD S LSPDR 2023-1(1) eEES >
B + Dacuments

= Documenl Search
= Frojec Resort Gallory
u Project Calencar
= lund Managzment
m Project Sund List
m Project-und Transaction
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts

Figure 93: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

ST CAERFDFS LSPDR 2023 1(1) -

PROJECTS PROJECT DASHBOARD  PROJSCT DFETAIS
¥ W A T select Dashboard: Constriction Sratis Repor | Mode: View +~  fINew _fEdit [0 Delste &} Setas Default

General

[Jf] ~“SIT-CAERFOFSLSPDR20Z3-(N(1) =

@

+

+

Docurnents

Dacument Search
Project Reporl Gallery
Project Calendar

Jund Menagement

Rid Fstimate Intormarion

Eidding

Conlracs

= SIT-CATREDF2 I SPDR 2023-1(1)

+ Lowuments

+ Configurations

= Conlract llems

+ Pragress Tracking

+ Bilings & Faviments

m Contract Modifications

= Submittalz

4. Click Contract Items.
The ITEM LIST page is displayed.

PROJECTS. ITEM LIST

Q, Typs o Szarch X| VoA 4 New -

Fol

O name

CATREDES ISPOR 2003000 | =

General

Contract

Workilaw  Aviar ol Arcivcd Hisloric Tevinalse] ST g a valuer -
slalus: o .
Project v

Figure 94: Navigation to Contracts

save @ Lock [t Excelimpart 7 Ezport () More -
Line Number Description unit Current Qty UnitPricein$  Supplemental D

ERFQ repairs on Black Mountain

Uﬂ B SIT- CAERMO M3 LSPDR 2023-1(.. & [0 Er sthedule s Road for MSE Walls, Gabion

&

+

Dacumenls
Diocument Search

Project Report Gallery

Project Calendar

Tund Management

id Lstimata Information
Bickding

Contras

= SIT CAERFO F5LSPDR 20..

-+ Documsnis

-+ Configuralions

= Contract leams

—+ Progress Tracking

+ Eillings & Payments

Wralls and Drainsgz Flumes.

® Conbracl Modificatizns

R - 0R

Total Amount ($}: 2753.872.60  Total Probable Amount (Sk 275387263 Total Pald ©a Dats Amount (Si: 6.00

oan vage 161

Figure 95: Item List Page
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5. Right-click on a row, and click Expand All to expand all containers and view item details.

ITEM LIST
.|':I New - Save & Lock Bit Excel Import / Export ~ @ More -
|:| Name Line Number Description

._ EXPAND ALL | --

COLLAPSE ALL
SAVE SETTINGS

TOGGLE EXPAND/COLLAPSE

EXPAND

COLLAPSE
ASSOCIATE FUND - 100% CONO1 - FLAP

Figure 96: Expand All Option

6. Double-click the row of the item that you want to edit.
The Probable Qty column of the selected row is highlighted.

ITEM LIST

.ﬂ New v [a Save j Edit @ View m Delete ',‘?‘ Associate Fund ~ @ More ~

Amountin $ Paid To Date Qty Probable Qty Probable Amountin$ Fund Rule
1T} T} 1T}l M {71
264,087.21
100% CONO1 -
56,721.00 56721.000 56,721.00
100% COMNO1 -
48,000.00 48,000.000
FLAP

Figure 97: Probable Quantity — Edit

7. Inthe Probable Qty column of the selected item row, enter the appropriate quantity.
8. Click Save.
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3.3.3.2. Using the Edit Option
Prerequisites

e Contractitems are not locked.
e Therole of the logged-in user must be one of the following:

Administrator
Construction Component Lead
Construction Admin Staff

O O O O

For more information on role-specific permissions, refer to Contract ltems Permission

Matrix.
Overview

Based on the contract type and how the items are added to the contract, you can edit only specific fields
in a contract item.

Steps

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

PROJECTS PROJECTS
Q 1ypeto Search X W A 41 New [ workflow ~ [£] Reports ~ &p ManageUsers R Mark Offline/Online () More +
n 0  Project Code Project Name Project Description Business Unit
4 Selart Prajar -
A Recent Projecrs

SIT MT NPS GLAC 14(4) & MT NPS- Test GL. Rehabilitate Mary Gla... Reconstructionaf12 .. Wastern Federal Lands

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

@

All Projects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionof12... Western Federal Lands

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

Figure 98: Navigation to Projects Module

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

Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: | view ~  fINew _FEdic [0 Delete 3 Set As Default

IY s Geemorsiseorame - e -
General
EE— rudder  [1119 schedils) srer | |
View neport

11 Tl SIT - CA ERFOD 5 LSPDR 2023 1(1) I |
,@_ + Documents
= Dutuiment Sedrch
= Projec: Reoort Gallery
u Project Calenoar
— Jund Managsment
m Project “und List
m Project -und ransactior
» Funding 2uiles
+ Sid tslimale Informalion
+ Siddirg

+ Contracts

Figure 99: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DFTAIS
Q, ype Lo Search X v A ii Selzct Dashboard: Construction Srarus Repor ~ Mode: View - .‘,"] Newr _ﬂ' Edit ]\1[ Delete ‘2‘,, Set As Default
I'} SIT CAERFOD FSLSFDR 2023 1(1) -

General Cantract
- cntract I
Workllus  Avardad A chived Rislorie Terminal[pe] BeatS5E [ ogued o Values -
[Jfi 7SI CAERFOFSLSPDRZ023-A(DI) & Slalus: —) WB
Prujest |

@ + Dowumnesnls
® Dacumen Search
m Project Reoorl Cellery

u Projert Calendar

+ lurk Menagement

+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

4. Click Contract Items.
The ITEM LIST page is displayed.

PROJECTS ITEM LIST
Q Type o Search X ow oA D) New - save ) Lock
I sicamom oo | v O | Name

General

ﬂﬂ TSI CAHIOISISPDRIZL. & () @D Schedule A

& + Dacuments
= Document Search
= Projec Report Gallery
u Project Calendar
+ Func Management
+ Eid Estimats Information
+ Biddirg
— Conlracts

— SI1 - LA LRED =5 LSRR 20,
+ Documants
4+ Configurations
+ Progress Tracking

=+ Eillings & MPayments <

Figure 100: Navigation to Contracts

D More -

Bt Escelimport ¢ Expart ~

UnitPricein $

Unit Supplemental D

Description

ERFO repairs on Black Mountain
Road for MSE Walls, Gabion

Current Qty

Line Number

Walls and Drainegs Flumea.

>

® Contracl Madifications

> .OoaTon

Tolal Amount (:2,753,872.85  Todsl Prakeble Amsumt [3k 275587208 Tols| Peid to Bais Amaovnt (55 0.00

Fage 1ol ¢

Figure 101: Item List Page
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5. Right-click on a row and click Expand All to expand all containers and view item details.

ITEM LIST
.|':I New ~ Save & Lock E“ﬂ Excel Import / Export ~ @ More -
[] Name Line Number Description

Schedule A

[(] Er schedule

A| EXPAND ALL
COLLAPSE ALL
SAVE SETTINGS

TOGGLE EXPAND/COLLAPSE

EXPAND
COLLAPSE
ASSOCIATE FUND - 100% CONO1 - FLAP

Figure 102: Expand All Option

6. Selectthe item that you want to edit, and click Edit.
The EDIT ITEM page is displayed.

EDIT ITEM

¥

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

&
Container : | Raot/Schedule A . Select item from Library

* _
Pay Item No. : | 15101-0000 Clear standard Item Table : [P 14

Line Number *: | A0010
lgnore Containars of Standard ltems I

Description " | MORILIZATION

Supplemental Description : a

'r
A%
unit *: | LPsM v
Funding Rule : 100% CONO1- FLAP ~

Quantity 56,721.000 | Sub Items
Driginal Qty : 56.721.000
Unit Priceins " 1.00
Amountins : 56,721.00

Complete : [
*
Pay ltem Type : N v
Material Incentive : () Yes @ No v
4 EEEEEEEEEE— »

Figure 103: Edit Item Page

96



Federal Highway Construction Part A
Administration Participant Guide

7. Enter or modify the appropriate information in the editable fields.
For information on updating the fields, refer to Section 3.3.2.1. Adding a Contract Iltem Manually.
Based on the contract type, you can modify the following fields:

Field Name Contract Type Comments

Pay Item No D-B and Letter Contract You can edit this field only if the item is

Line Number added using the New option.

Description

Supplemental Description | All Contracts -

Unit D-B and Letter Contract You can edit this field only if the item is
added using the New option.

Funding Rule All Contracts -

Quantity D-B and Letter Contract

Unit Pricein $

Pay ltem Type D-B and Letter Contract You can edit this field only if the item is
added using the New option.

Complete All Contracts -

Notes

Probable Qty

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

3.3.4. Associating a Fund Rule to a Contract Item

Overview

You can associate a fund rule with multiple contract items and sub items. This facilitates flexibility in
applying and using different fund sources in accordance with changing business decisions. The latest
associated fund rule is considered in pay estimates, purchase orders, and expenses to determine the
consumption of the fund.

Ideally, fund rules are associated with contract items, including the sub items, before the contract items
are locked. However, roles such as Administrator, Construction Component

Lead, and Construction Admin Staff can change the fund rule even after the contract items are locked.

Note: If the fund rule for a contract item or sub item is changed at any point in time, then the updated
fund rule must be reflected in the Pay Estimates and Contract Modifications records containing that
item. This is applicable for Pay Estimates and Contract Modifications in their Draft and Submitted
workflow status.
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Steps

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

PROJECTS PROJECTS
Q, Iypeto Search X W A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
n 0  Project Code Project Name Project Description Business Unit
G Selart Prajar -

E 4 Recent Projects

i
@

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

All Frojects

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

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

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

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

Rehabilitate Mary Gla...

Reconstructionof 12

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12 ...

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

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

Figure 104: 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  "40)=Cl Lz |AILs
Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: visw ~  fINew _FEdic [0 Delete 3 Set As Default
B o crewoissioramzm -
Hadcer 1113 schadiilal srer |
[4] T SIT-CAERFD S LSPOR 20231(1) P =

,@_ + Documents
= Ducument Sedrch
= 2rojec Resart Gallery
® Froject Calennar
— Jund Managsment
m Project “und List
m Project -und ransactior

= Funding 2ules

+ Sid tslimale Informalion

+ 3Biddirg

+ Contracts

Figure 105: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DFT2II 5
Q, ype Lo Search X v A i} Selzct Dashboard: Construction Srarus Repor ~ Mode: View - .‘,"] Newr _ﬁ' Edit ]\1[ Delete E‘,, Set As Default
m SIT CAERFOD FSLSFDR 2023 1(1) -

Seneral
_ Centract .
Busincus el iow Noporl

Workllsw  Avirdod, Arcdived Rislaric Terminal[s] oe <Bulal aValues
[Jif 7 SIT- CAERFO FS LSPDR 2023-1(1) (1) a Slalus: - :
Prujuel ~

@ + Dowumnesnls —
® Dacumen Search
= Project Resorl Gellery
u Praject Calendar
+ lurk Menagement
+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 106: Navigation to Contracts

4. Click Contract Items.
The ITEM LIST page is displayed.

PROJECTS ITEW LIST
Q Type o Search K W oA 0 oNew - ssve @ Lock Bt ExcellmportsExpart ~ {3 More -
O Name Line Number Description Unit Current Qty UnitPricein §  Supplemental D

s cwoseens | v
Bn_..

ERFO repairs on Black Mountain

Eﬂ TR CAHIOTSISPDRYIVEL. &[] B Schedule A Road for MSE Walls, Gabion
@ + Documents Walls and Praineags Flumes,

= Document Search

= Projec Report Gallery

u Project Calendar

+ Func Management

+ Eid Estimats Information

+ Biddirg

— Conlracts

— SI1 - LA LRED =5 LSRR 20,
+ Documants

+ Cunfigurations
+ Progress Tracking

Eillings & Mayments
+ £ i Pl »
Tolal Amount (:2,753,872.85  Todsl Prakeble Amsumt [3k 275587208 Tols| Peid to Bais Amaovnt (55 0.00

® Contracl Madifications

> . maTan o

Figure 107: Item List Page

5. Select the appropriate items and sub items to associate with a fund rule.
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6. Click Associate Fund, and then click the appropriate fund rule.

ITEM LIST
_f Edit @ View m Delete }}' Associate Fund - @ More ~
|:| Name Line Nun| |
9° None
B* 100% CONO1 E
. Hack Mountai
: P* 100% CONO2
[# [~ Schedule A |s, Gabion
P* 100% CONO3 e Flumes.
[] ®r ocr P* 100% CONO4-ERFO | e

Figure 108: Associate Fund Rule

Alternatively, perform the following steps:
a. Click Edit.
The EDIT ITEM page is displayed.
b. From the Funding Rule drop-down list, select the appropriate fund rule.
Available options are active and approved funding rules that are defined for the project.
For more information on funding rules, refer to the Funding Rules section in the M03 Fund
Management PG.

7. Click Save.

3.3.5. Locking the Contract Item List

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

Administrator

Construction Component Lead

Construction Admin Staff

Construction Operations Engineer

Project Engineer

Regional Engineer

Project Engineer A&E

For more information on role-specific permissions, refer to Contract Iltems Permission

O O O O O O O

Matrix

e The logged-in user must have the Lock permission to lock the contract items.

e The prime contractor for the contract is configured.
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For more information on managing contractors, refer to Section 3.2.5. Managing Contractor
Details.
e Allitems must have the quantity and unit price associated with them.

Overview

You can finalize the scope of a contract by locking the ITEM LIST of the contract. Locking the contract
items is equivalent to finalizing the zero estimate. Once the contract items are locked, the Lock option is
changed to Unlock.

Note: Once the contract items are locked, you cannot make any changes to the contract items except
the probable quantity.

The changes to the probable quantity are reflected in the Pay Estimates and Contract Modifications
records in the Draft and Submitted workflow status.

After the contract items are locked, if any Project Fund Transactions are created, those are approved
through Contract Modifications.

You can unlock the contract items only if records are not created in the following forms:

e Contractor Daily Record
e Inspector Daily Record
e Daily Diary

e Submittals

e Contract Modifications

e |tem Posting
For more information on unlocking contract items, refer to Section 3.3.6. Unlocking the Contract

[tem List.
Steps

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

PROJECTS PROJECTS

Q, Iype to Search X W oA 41 Mew [ workflow ~ [8] Reports ~ 8y ManageUsers  [g Mark Offline/Online &) More ~

5 )  Project Code Project Name Project Description Business Unit

ﬂ Selart Projerr - )

4 Recent Projecrs

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

i3l SIT - 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 NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands

Figure 109: 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  140)=C1 Uz /LS
Q, Type o Search X W A iy Select Dashboard: Lissc ~  Made: | Visw ~  4lNew _FEdit T Delete % Set As Defaulr
ﬂ 511 - CAERIO |5 L5PDI> 2023-1(1) -

General
EEE— Firddter 1113 schadils) amrer |
View Raport

[4] T SIT-CAERFD F5 LSPDR 2023.1(1) alternates =

,@ + Daruments

Ducuiment Search

Frojec: Resort Sallery

Project Calennar

— lund Management
m Project Sund List
w Project —und ransactior
® Funding 2wles
+ Sid sstimale Informalion
+ Biddirg

+ Contracts
Figure 110: Expanding Projects Folder

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DFTAI 5
Q yps Lo Seerd ¥ W A T sclect Dashboard: | Canstruction Status Report | Mode: View ~| finew _FEdit T Delete  E} SetAs Default
IY | st caereors Lseor 2023 1) -

_general
Cantract —
Busincis Pl iow Noporl

Werkllaw Avoardod, A diwed Histonc Terminal] ] st <Selcl a Valuu>
] TVST-CAERFOFSLSPDR2023A(N(1) & Slatus: — (IR
Projuel v/

@ + Dowumnents =
= Dacument Search
u Project Resorl Gallery
u Praject Calendar
+ lune Menagement
+ Fid Fstimate Informarion

+ EBidding

= Conlracs

— SIT-CATRFD FS [ SPDR Z023-1(1)

+ Dutuments

+ Configurations

= Conlract lkems

+ Progrees Tracking

+ Billings & Mayimenls
> m Cantract Moaiications

= Submttals

Figure 111: Navigation to Contracts

102



Federal Highway Construction Part A
Administration Participant Guide

4. Click Contract Items.
The ITEM LIST page is displayed.

PROJECTS ITEM LIST

Q, Type taSearch X W oA ) New - save @ lock  [r Excellmports Expart + (3 More -
[ Name Line Number Description Unit Current Qty UnitPricein ' Supplemental 0

B sicamom oz | -
[ 1
- ERFO repaira on Black Mountain
Eﬂ RS- CA RO IS ISP & O @0 schedulea Road for MSE Walls, Gabion
@ + Documents Walls and Drainegs Flumes.
= Document Search
® Project Reparl Gallery
m PFroject Cslandar
+ Fure Management
+ Eid Estimate Information
+ EBiddirg
— Conlrcts
— 5l1 - CALRFD =5 LEFDR 20
=+ Documants
+ Cunfigurations

® Contract ltems

+ Progress Tracking
[

=+ Eillings & rayments <
Total Amount (51275387289 Total Prokeble Amount [Sk 275387289 Tatal Paid to Bate Amount (S): 6.00

= Condracl Modifications
Page 1ol 1

> .o Tan

PRI

Figure 112: Item List Page

5. Click Lock.

ITEM LIST

& Lock E:';? Excel Import / Export ~ @ More ~

w
[0

.ﬁ New ~

[ ~ame

Line Number Description Unit Current Qty Ui

ERFO repairs on Black Mountain

D [ [~ Schedule A Road for MSE Walls, Gabion
Walls and Drainage Flumes.

Figure 113: Lock Option

The confirmation message is displayed.

6. Click OK.
The contract items of the contract are locked.

3.3.6. Unlocking the Contract Item List
Prerequisites

e Contractitems are locked.
e Records are not created in any of the following forms:

o Contractor Daily Record

o Inspector Daily Record
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Daily Diary

Submittals

Contract Modifications
Item Posting

Pay Estimates

o O O O O

Overview
You can unlock a locked contract item list to modify the details of contract items.
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 - 8
.
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.. Reconstructionof12 ...  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... Reconstructionof12... Western Federal Lands

|

Figure 114: 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  140)=C1 Uz /LS
Q, Type o Search X W A iy Select Dashboard: Lisse ~  Mades: | Visw v  fInNew _FEdic [ Delete %} SerasDefaul
I‘.} 511 - CAERIO |5 L5PDI 2023-1(1) -

Raporl Viewer

General
EE— Hirddter 1113 schadls) amrer |
View Report

Llj_l =71 SIT - CA ERFO FS LSPDR 2023-1(1) aherrares ‘:l
@ J + Dacurents
= Dowunenl Search
= Froject Report Gallery
® Project Calennar
— lund Management
u Project =und Lsr
w Project —und lransactior
B Funding Rules
+ i sstmale Infermalion
+ Biddirg

+ Cantracrs

Figure 115: Expanding Projects Folder

104



Federal Highway Construction Part A
Administration Participant Guide

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DFTAI S
Q, ype Lo Search X W A T selectDashboard: | Construcrion Sratis Report | Mode: View ~| {iWew _FEdit Tl Delete &} SetAs Default
ﬂ ST CAERFD FSLSPDR 2023 1(1) -

General

[ “TSIT-CAERFOFSLSPDR2023-A(N(1) &

| Busineus
M) i

<Sulucl a Value> v

@ + Dowumnesnls —
® Dacumen Search
= Project Resorl Gellery
u Praject Calendar
+ lurk Menagement
+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 116: Navigation to Contracts

4. Click Contract Items.
The ITEM LIST page is displayed
5. Click Unlock.

ITEM LIST
New = Save 6 Unlock E}f Excel Import / Export ~ @ More -
D Name Line Number Description Unit
ERFO repairs on Black Mountain
D [#1 [~ Schedule A Road for MSE Walls, Gabion

Walls and Drainage Flumes.

Figure 117: Unlock Option

The confirmation message is displayed.
6. Click OK.
The contract items of the contract are locked.
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3.4. Billings and Payments

The Billings & Payments module enables you to record the item quantities posted, advances paid on
materials and payments made for items that are partially completed or are completed in the contract. It
also enables you to track important dates regarding payments and pay estimates.

You can perform the following tasks:

e 3.4.1. Manage items posted

e 3.4.2. Manage pay estimates

e 3.4.2.2.Track important dates related to the pay estimate

Billings and Payments Permission Matrix
This section provides information on the roles and corresponding permissions for the respective forms:

Table 5: Table 1 - Item Posting

Role

Create

Edit

View

Delete

Audit Log

Administrator

Yes

Yes

Yes

Yes

Yes

Construction
Component
Lead

Yes

Yes

Yes

Yes

Construction
Admin Staff

Yes

Yes

Yes

Yes

Construction
Engineer

Yes

Highway
Construction
Manager/QA
QC

Yes

Construction
Contractor
Basic

Yes

Yes

Yes

Construction
Contractor QC
Manager

Yes

Yes

Yes

Construction
Contractor
Manager

Yes

Yes

Yes

Construction
Operations
Engineer

Yes

Yes

Yes

Inspector

Yes

Yes

Yes

Assistant
Project
Engineer

Yes

Yes

Yes
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Role Create Edit View Delete Audit Log
Project Yes Yes Yes - -
Engineer

Regional Yes Yes Yes - -
Engineer

Construction - - Yes - -
Inspection A&E

Manager

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

Engineer A&E

Project Yes Yes Yes - -
Engineer A&E
Table 6: Table 2 — Pay Estimates

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

Lead

Construction Yes Yes Yes Yes Yes
Admin Staff

Construction Yes Yes Yes Yes -
Operations

Engineer

Assistant Yes Yes Yes - -
Project

Engineer

Project Yes Yes Yes Yes -
Engineer

Regional Yes Yes Yes Yes -
Engineer

Project Yes Yes - - -
Engineer A&E
Table 7: Table 3 - Pay Estimate Tracking

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

Component
Lead
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Role

Create

Edit

View

Delete

Audit Log

Construction
Admin Staff

Yes

Yes

Yes

Yes

Yes

Construction
Engineer

Yes

Highway
Construction
Manager/QAQC

Yes

Construction
Contractor
Basic

Yes

Construction
Contractor QC
Manager

Yes

Construction
Contractor
Manager

Yes

Construction
Operations
Engineer

Yes

Yes

Yes

Yes

Inspector

Yes

Assistant
Project
Engineer

Yes

Yes

Yes

Project
Engineer

Yes

Yes

Yes

Yes

Regional
Engineer

Yes

Yes

Yes

Yes

Construction
Inspection A&E
Manager

Yes

Inspector A&E

Yes

Assistant
Project
Engineer A&E

Yes

Project
Engineer A&E

Yes

Yes

Yes

3.4.1. Item Posting

The Item Posting form is used to post contract items that are worked upon on a given day to track work

progress and process payment.
You can create and approve the Item Posting record in two ways:

e Approved: This enables you to generate a pay estimate for the work completed.
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e Approved for Info Only: This enables you to create an item posting for information only. These do

not get added to the pay estimates.

You can post only one item or sub item in an Item Posting record.

While posting items, Masterworks allows you to post items greater than the remaining quantity of the
contract items. The quantity overruns must eventually be addressed by a contract modification before

the contract closeout.

You can perform the following tasks:

e 3.4.1.1. Create an item posting

e 3.4.1.2. Approve an item posting

3.4.1.1. Creating an Item Posting Record

Prerequisites

e Contractitems are locked.

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

o O 0 0O o 0O o o o o o o o o

Administrator

Construction Component Lead
Construction Admin Staff
Construction Contractor Basic
Construction Contractor QC Manager
Construction Contractor Manager
Construction Operations Engineer
Inspector

Assistant Project Engineer

Project Engineer

Regional Engineer

Inspector A&E

Assistant Project Engineer A&E
Project Engineer A&E

For more information on role-specific permissions, refer to Table 1 — Item Posting

Permission Matrix.

e Final pay estimate is not generated.

Overview

The Item Posting form enables you to post the contract items used for the construction activities.

You can post only one item or sub item in an Item Posting record.
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This form is configured for use in the mobile application. All the fields configured for the web application
are available in the mobile application. Only the users who created the record can edit or delete it.

Steps

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

PROJECTS PROJECTS
Q 1ype to Search X W A 41 New [ workflow ~ [£] Reports ~ &p ManageUsers D Mark Offline/Online () More +
n 0  Project Code Project Name Project Description Business Unit
4 Selact Praject - ’
T T T T
E 4 Recent Projects - . . .
SIT T NPS GLAC 14(4) & MT NPS- Tast GL... Rehabilitate Mary Gla... Reconstructionef 12 .. Western Federal Lands
A 5IT - CA ERFQ FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
@ SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionof12... Western Federal Lands

All Frojects

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

Figure 118: 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 Lz 1AL

Q Type tasearch X W A iy Select Dashboard: bisse ~  Maode: | view ~  fINew _FEdic [ Delete 3 SetAs Default

"} 51 -CAERIO 15 L5PDR 2023-111) -

Raporl Viewer

General
EE— Hadcer 1113 schadiilal srer |
view naport

11 J_‘ SIT- CA ERFD 75 LSPDR 2023-1(1) I =)

@ + Dacuments

Docurment Search

Broject Report Gallery

Project Calencar

= lund Wanagsmenl
m Project “und List
w Project -und ransactior
= Funding 2ules
+ Sid tslimale Informalion
+ Siddirg

+ Contracts

Figure 119: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS

Q

[ "1 SIT- CAERFOFS LSPDR 2023-1(1) (1)

@ +

® Dacumen Search

ype Lo Szarch X v
ST CAERFD FSLSPDR 2023 1(1)

General

Decuments

= Project Resorl Gellery
u Praject Calendar

+ lurk Menagement

+ Fid Fstimata Intormation

+ EBidding

A

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

PROJECT DASHBOARD  PROJFCT DFTAI S

i} Selzct Dashboard: Construction Srarus Repor

-

Mode: Wiew

“

4 New _F Edit Tl Delete &} SetAs Defaull

Aviardod, Archieed Rislorie, Terminal| o)

=

Figure 120: Navigation to Contracts

Busruss

M) i

<Sulucl a Value>

4. Expand the Billings & Payments folder, and then click ltem Posting.
The ITEM POSTING list page is displayed.

ITEM POSTING

PROJECTS

Q Typeu

SIT-CAERFO FS LSPOR 2023-1(1) -
General
i
@ + Dowiments
+ Configurstions
= Conlract llems
+ Progress Tracking
— Dillngs & Payments
= Pay Estimates
= Pay Lstmates Tracking
= Centract Modifications
= Submittals
= Contract Heport Gallery
+ Subconrract

> B Contract Closeout Status

X VA

— SIT-CAERMO TS LSPDR 2023

B workflow = [#] Reports =
O B iemPpostingID Line Number
D |P-6982AF24C000004-00010 AD180
D IP-6982AF24C000004-00003 AD180
D |P-6982AF24C000004-00008 AD120
O 1P-6952 AF24C0O00004-00007 20120
0O 1P-§952 AF24C0O00004-00006 20040
O 1P-§952 AF24C0O00004-00006 20080
O 1P-5983AF24C000004-00005 A0140
O 1P-5983AF24C000004-00005 AD140
O 1P-5983AF24C000004-00004 A0100
(] 1P-G982AF24C000004-00003 AD160
O 1P-G982AF24C000004-00003 AD160
(] 1P-G982AF24C000004-00002 A0020
O 1P-5982AF24C000004-00001 £0020
1
oo -:---30

Bit Excel Export =

) more ~

Pay Item 3

20301-2800

20301-2800

15701-0000

15701-0000

15201-0000

15301-0000

15720-0000

15720-0000

15501-0000

20103-0000

20103-0000

15101-0000

15101-0000

Description Fo

M

REMOVAL OF STRUCTURES AN... 10,
REMOWVAL OF STRUCTURES AM... 10,
S0IL EROSION CONTROL 1o
SOIL EROSION CONTRAL 10.

CONSTRUCTION SURVEY AND . 10

CONTRACTOR QUALITY CONTR.. 10

STORM WATER POLLUTION PR.. 10

STORM WATER POLLUTION PR.. 10

CONSTRUCTION SCHEDULE 10
CLEARING AND GRUBBING 10
CLEARING AND GRUBBING 10
MOBILIZATION 10
MOBILIZATION 10
»
Pagetiolh

Figure 121: List Page of Item Posting Form
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5. Click New.

ITEM POSTING

[@ savez.exit [@ save & continue

Project Code

Contract #

Item Posting ID

Contractor

FHWA Verified By :

Contractor Representative :

Created Date

Measurement Type *

Measured By *:

Location/Description :

Remarks/Calculations ™

For Info Only :

¢ SIT- CA CRFO FS LSPDR 2023-1(1) Project Name : 5IT - Black Mountain Road

¢ E98ZAFZ4C0C00C4
: <Aulo Generated=

: Key Stone Limited

Construction Part A
Participant Guide

®) cancel [# workflow ~  *§" select Actions ~

M
Contract Name : SIT- CACRFO FSLSPDR 2023-1(1)

o G7i30/2024

Interim v

Antony

Nonz

ad

Figure 122: Item Posting Details Page

The ITEM POSTING page displays the following information:

Field Name Description

Project Code The project code as defined for the project.

Project Name The name of the project.

Contract # The value as displayed in the Contract # field of the CONTRACT

DETAILS page.

Contract Name

The name of the contract.

I[tem Posting ID

On saving the record, a unique identification code for the item posting
is automatically generated.

Contractor

The prime contractor associated with the contract.

Created Date

The current date is considered as the item posting creation date.

For Info Only

Once the record is moved to the Approved for Info Only workflow
status, the system automatically selects the check box for this field.

Created By

The name of the logged-in user.

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

Field Name

Description

FHWA Verified By

To select the name of the FHWA official who has verified the item
posting, perform the following steps:

a. Click
The FHWA Verified By dialog box is displayed.
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Field Name Description
FHWA Verified By x

FHWA Verified By T | Role T

i el agrini
{am Pl agrini

irm Pl cering

DRLoa - - | a8 e
Figure 123: FHWA Verified By Dialog Box

Available users are users invited to the contract with the
appropriate role and permission set up in the Additional
Permission Setup library catalog.
For more information on additional permissions, refer to the
Additional Permissions Setup section in the A02 Library
Management PG.

b. Click the appropriate name, and then click Select.
Optionally, you can enter the name of the user outside
Masterworks.

Contractor Representative

To select the contractor representative, perform the following

steps:
a. Click
The Contractor Representative dialog box is displayed.
Contractor Representative X
Jason Roy :
R gg - - - 1-1071 items

Figure 124: Contractor Representative Dialog Box

Available users are users invited to the contract with the
appropriate role and permission set up in the Additional
Permission Setup library catalog.

For more information on additional permissions, refer to the
Additional Permissions Setup section in the A02 Library
Management PG.

c. Clickthe appropriate name, and then click Select.
Optionally, you can enter the name of the user outside
Masterworks.

Measurement Type

From the drop-down list, select the appropriate measurement

type.
Available options are Interim and Final.
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Field Name Description

Note: There is no impact to subsequent item postings if
measurement type for the item posting is selected as Final. If an
item is consumed completely, then you can add more item
through a CM.

The drop-down list displays the types defined in the
Measurement Type catalog of the library.

Measured By To select the name of the person who measured the item posting
quantities, perform the following steps:

a. Click
The Measured By dialog box is displayed.

Meagured By

First Name T Last Name Y Email.. T |Role

Artoy Antany.far.. Administrator ) cad Besigner, Bidder, Braject
Tl CCLgpyop.. Canstruclion Component Lead

Deriiel Sorersen Daniiel FW... Highway Construction Manager/QAQC
Daniel Sorensen Daniel_Co...  Constructicn Admin Staft

Daniel Sorersen Daniel_Co...  Canstructian Componert Lead

Deepa fespa@yn..  Administraror User, Designer, Corstruction A...
Goecdman bettercalls..  Design Comaanent Lead,Construction Com..
Juhn VanSwearingen John_BWC.. Highway Construclion Manager/QAQL

lohn VanSwearingen Jehn_Cons..  Constructicn Admin Staff

John VanSwezaringsn Johr_Cons... Canstructizn Componert Lead

Kim Pl agrini Kim_|MCa... | lighway Constriuction Managar/GAGET

Kim Pellogrini Kim Const..  Canstructicn Admin Sraff

Kim Sellegrini Kirm Consbe. Construclion Compenent Lead

Kuser Rl keser_sing . Comslruclivn Componert Lead

BT

Figure 125: Measured By Dialog Box

gb.og - -

Available users are users invited to the contract with the
appropriate role and permission set up in the Additional
Permission Setup library catalog.
For more information on additional permissions, refer to the
Additional Permissions Setup section in the A02 Library
Management PG.

b. Click the appropriate name, and then click Select.
Optionally, you can enter the name of the user outside

Masterworks.
Location/Description Enter the location details of the worksite.
Remarks/Calculations Enter any additional remarks relevant to the item posted.

7. To add items to post, perform either of the following steps:
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e To add posted items from the previously created Item Posting record, if available, click Add Last
Items.
Note: Items that are marked as Complete are not available for posting.

e Toadd new items, inthe ITEMS POSTED section, perform the following steps:
a. Click Add.

ITEMPOSTING

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

ITEMS POSTED

Supplemental Remaining
Sub Item Description | Posted Date Posted Quantity *
Description Quantity

D ADS60 15101-0000 MOEBILIZATION 07/30/2024 mmnmn LPSM 222,790.000

Figure 126: Items Posted Section

The Please Select Iltem dialog box is displayed.

Flease Select ltem X

Cselected of total 40
O |vine Number YT Item No Y Container Y Description ¥ SubltemDes.. Y |Quantity Y UnitPricein$ T |Amountin$ Y | RemainingQ.. T
D AODAC 15201 0008 Schedule A COMSTRUITION SU. 100% COND2 46,954187 100 46,954 15 46554187 &
D ANDGT 15301-0000 Schedule & COMTRACTOR QUAL .. 100% CONDI 39,150.204 1.00 39,150.20 33,150.204
O ana 15501-0008 Sehehbe A COMSRUT DN S0 1000 COND JEC TSN 100 4864 (EENE N
D AD120 15701-0000 Sehedule A SOILEROSION CON..,  100% CONDT 24,272694 1.00 2427463 24274694
D AO120 15701 0000 Schodule A SOI_EROSION COM 100%: COND2 118517625 100 831763 118517 625
D AT 15720-0000 Schedule & STORM WATFR POL...  160% CONDI 4103246 1.00 A100.25
[ & V200000 Sehediube & STORM WAL R POLL 0% CONE SORERRLE] 100 20008349
D ADTGD 20703-0000 Sehedule A CLEARING AND GRU...  100% COMUZ 170000 TL1.05 20,278.50 Ta0000
D AD16D 20703 0000 Schodule A CLEARING AND GRUL. 1008 CONDT 230,000 12105 30,262.5C 250,000
D AO1BC 20301-2800 Schedule A RCMOVAL OF STRUC..  100% COMD2 7.000 4,811 88 3389315 7000
O anme FOHT-2506 sehedile A BIMOVAL DFS1RUC. 100 CONDT w000 AE71.18 SERTURH] EA0
D AC20C 20303-180¢ Schedule A REMOVAL QI PAVE..  100% CONDT 500.000 4237 21,188.00 so0.000
D AD200 20303 1800 Schzdule A REMCWVAL OF PAVE.. 1008 CONDZ 500,000 4237 21.185.00 00000
D ADZ20 20403 0000 Schedule A UNCLASSIAED BOR 100% COMD1 £.000 11493 £58 98 4000 ¥

nn[ 1 “u 40w iems 1 -4 of Al ilems

B3 1

Figure 127: Please Select Item Dialog Box

Available options are the locked contract items in the contract.
Note: Items that are marked as Complete are not available for posting.

b. Click the appropriate items for posting, and then click Select.
Alternatively, to select all items from the list, click Select All Records, and in the confirmation
dialog box, click OK.
The following information is displayed:

Field Name Description

Line No. The line number of the item from the Contract Items form.
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Field Name Description

Pay Item No. The identification number of the item from the Contract
Items form.

Description The description of the item from the Contract Items form.

Sub Item Description

The description of the sub item from the Contract Items
form.

Unit

The unit of the item from the Contract Items form.

Remaining Quantity

The remaining quantity of the selected item after
calculating the sum of quantities of all approved item
postings.

Calculated as:
Remaining Quantity = Revised Quantity - Sum of posted
quantities of all approved item postings of the item

Unit Pricein $ The unit price of the pay item from the Contract Items
form.
Amountin $ Calculated as: Unit Price in $ x Revised Qty.

Posted Amountin $

The cost associated with the posted quantity.
Calculated as: Unit Price in $ x Posted Qty

Revised Qty

The contract quantity including any changes.

Production Rate

Calculated as: Posted Quantity + Total Production Days

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

Field Name

Description

Posted Date

By default, the current date is displayed.
To select the date on which items are posted, perform the
following steps:
i. Adjacentto the cell, click E.
ii. Selectthe appropriate date.
Optionally, enter the date.

Posted Quantity

Enter the number of items posted on a given day. You can
post quantity greater than the total quantity.

Note: You can make a negative item posting to delete the
specified item quantity from the

posted quantity. To make a negative item posting, press the
Minus Sign (-), and then enter the quantity to be decreased
from the total posted quantity of the item.

Work Start Date

By default, the current date is displayed.
To select the date on which the work started, perform the
following steps:
i. Adjacentto the cell, click .
ii. Selectthe appropriate date.
Optionally, enter the date.
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Field Name Description
Work End Date By default, the current date is displayed.

To select the date on which the work ended, perform the
following steps:

i. Adjacentto the cell, click E=.

ii. Selectthe appropriate date.
Optionally, enter the date.

Total Production Days Enter the number of production days.

d. Optionally, to delete the posted item, perform the following steps:

i. Selectthe check box adjacent to the appropriate posted item, and then click
Delete.
A confirmation message is displayed.

ii. Click OK.
The item is deleted from the section.

8. To add references of records of forms in the project, in the LINKED RECORDS section, perform the
following steps:
a. Click Add.
The SEARCH FORM page is displayed.

b. Fromthe Form drop-down list, click and select the form you want to associate.
Alternatively, type the name of the form, and then select the appropriate form. Available
forms in the list are forms with the IsSearchable form attribute set to True. For additional
information on form attributes, refer to Form Builder in Administrator Guide. All fields
available in the selected form are displayed. To associate records, you can search for
records in the selected form.

c. Inthe form fields, enter the appropriate criteria to search.

d. Optionally, expand the Filter By Attachment and Filter By Workflow Status sections, and
enter additional criteria to search.

e. Inthe toolbar, click Search.

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

f. Optionally, to clear existing search results to search with new criteria, click Reset.

g. Inthe SEARCH RESULTS section, select the appropriate records, and then click Link. The
selected records are added to the LINKED RECORDS section.

Note: To view the details of a linked record, in the Description column, click the
appropriate record.

9. Inthe REVIEW COMMENTS box, enter any comments for the item posting.
10. Optionally, in the ATTACHMENTS section, upload or link related files. For information on
attachments, refer to Section 4.1. Attachments.
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11. 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.

On saving the record, the record will be available in the Draft workflow status
To perform the workflow actions, refer to Section 3.4.1.3. ltem Posting Workflow Status.

On approval of an item posting, the pay items of the item posting are utilized and are available for
generating the pay estimate. If the item posting is created only for information, then the pay estimate
is not generated for such item postings.

3.4.1.2. Approving an Iltem Posting
Prerequisites
Based on the workflow status of the record, the role of the logged-in user should be one of the following:

e Administrator

e Construction Component Lead

e Construction Admin Staff

e Construction Operations Engineer
e Construction Contractor Basic

e Construction Contractor QC Manager
e Construction Contractor Manager
e Regional Engineer

e Project Engineer

e Assistant Project Engineer

e Project Engineer A&E

e Assistant Project Engineer A&E

e Inspector

e Inspector A&E

Overview

This section explains the positive and forward workflow actions to reach the Approved workflow status.
To move an Item Posting record through the defined workflow, perform the following steps:
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1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto Search X W A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
n 0  Project Code Project Name Project Description Business Unit
G Selart Prajar -

E 4 Recent Projects

i
@

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

All Frojects

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

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

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

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

Rehabilitate Mary Gla...

Reconstructionof 12

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12 ...

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

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

Figure 128: 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  "40)=Cl Lz |AILs
Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: visw ~  fINew _FEdic [0 Delete 3 Set As Default
B o crewoissioramzm -
Hadcer 1113 schadiilal srer |
[4] T SIT-CAERFD S LSPOR 20231(1) P =

,@_ + Documents
= Ducument Sedrch
= 2rojec Resart Gallery
® Froject Calennar
— Jund Managsment
m Project “und List
m Project -und ransactior

= Funding 2ules

+ Sid tslimale Informalion

+ 3Biddirg

+ Contracts

Figure 129: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DETAIL S
Q, ype Lo Search X W A T selectDashboard: | Construcrion Sratis Report | Mode: View ~| {iWew _FEdit Tl Delete &} SetAs Default
. 5 A ERFO FS LSPOR 202 ) -
General ~
forkllsn A i i iinal ol v -

u-ﬂ "1 SIT - CA ERFO FS LSPDR 2023-1({1) (1} -

@ + Dowumnesnls

® Dacumen Search

m Project Reoorl Cellery
u Praject Calendar

+ lurk Menagement

+ Rid Mstimate Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 130: Navigation to Contracts

4. Expand the Billings & Payments folder, and then click ltem Posting.
The ITEM POSTING list page is displayed.
5. To approve the Item Posting record, perform the following steps:

Phase Role Workflow Steps
1 e Administrator a. Inthe list page, select the appropriate record thatis in the
e Construction Draft workflow status, and then click Select Actions.
Component
Lead
e Construction i samilis
Admin Staff F e Wm0 e E- o
e Construction 7
; 4 Y Item PostingID ar
Opgratmns 2 Submit
Engineer
. Submit for Info Only
e Construction —

Contractor Basic Figure 131: Workflow Action — Submit or Submit for Info Only

e Construction Figure 132: Submit Workflow Action
Contractor QC . . . . .
Manager b. Click either Submit or Submit for Info Only, and in the
c tg . Masterworks dialog box, click OK.
[}
Con: ru;: 'on Based on the workflow action, the workflow status of the
Mon ractor record is set to either of the following:
arTager e |Ifyou select Submit, the workflow status of the record
e Regional . .
- is set to Submitted.
Engineer

e Project Engineer
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Phase Role Workflow Steps
e Assistant Project e Ifyou select Submit for Info Only, the workflow status
Engineer of the record is set to Submitted for Info Only.
e Project Engineer
A&E Note: The record is editable in both Submitted and
e Assistant Project Submitted for Info Only workflow status. If you are
Engineer A&E assigned with any of the roles mentioned in the Roles
e Inspector column, you can edit the Item Posting
e Inspector A&E record, and even make changes to the Items Posted
section.
2 e Administrator a. Inthe list page, select the appropriate record thatis in the
e Construction Submitted workflow status, and then click Select
Component Actions.
Lead
e Construction ITEM POSTING
Admin Staff . i
e Construction 4o o L M|T(HEH ©
Operations J  Item Posting ID
e Engineer ReDraft
* Regional Approve for Payment
Engineer IP-6982AF24C0000! 5
e Project Engineer
e Assistant Project Figure 133: Workflow Action — Approve for Payment
Engineer
e Project Engineer . .
A&E b. Click Approve for Payment, and in the Masterworks
« Assistant Project dialog box, click OK. .
. The workflow status of the record is set to Approved.
Engineer A&E
3 e Administrator a. Inthe list page, select the appropriate record thatis in the
e Construction Submitted for Info Only workflow status, and then click
Component Select Actions.
Lead ITEM POSTING
e Construction F edit @ view T oelete [} copyandedit [ workflow ~ (@)
Admin Staff 0 Item Posting ID Line Number -
e Construction 5
Operat|0ns v IP-6982AF24C000004-00001 + AQ5€0
Engineer
e Regional Figure 134: Workflow Action — Approve for Info Only
Engineer
e ProjectEngineer | b. Click Approve for Info Only, and in the Masterworks
e Assistant Project dialog box, click OK.
Engineer The workflow status of the record is set to Approved for
e Project Engineer Info Only.
A&E
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Phase

Role

Workflow Steps

e Assistant Project
Engineer A&E

3.4.1.3. Item Postings Workflow Status

The following table provides the workflow actions and status (current and subsequent stage of the Iltem

Posting record.

For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status

Transitions.
Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
1 Draft e Administrator | Submit Submitted After the

e Construction record is
Component moved to the
Lead Submitted

e Construction workflow
Admin Staff status, you

e Construction cannot delete
Operations it. However,
Engineer you can edit it.

e Construction | Submitfor Submitted for | Upon
Contractor Info Only Info Only performing the
Basic Submit for

e Construction Info Only
Contractor workflow
QC Manager action, the

e Construction system
Contractor automatically
Manager selects For

e Regional Info Only
Engineer check box

o Project of th.e Item
Engineer Posting

o Assistant record.
Project
Engineer

e Project
Engineer A&E

e Assistant
Project
Engineer A&E
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Phase

Current
Workflow
Status

Action

Stakeholders

Action

Subsequent
Workflow
Status

Comments

Inspector
Inspector
A&RE

Submitted

Administrator
Construction
Component
Lead
Construction
Admin Staff
Construction
Operations
Engineer
Regional
Engineer
Project
Engineer
Assistant
Project
Engineer
Project
Engineer A&E
Assistant
Project
Engineer A&E

Approve for
Payment

Approved

ReDraft

Draft

Submitted for
Info Only

Administrator
Construction
Component
Lead
Construction
Admin Staff
Construction
Operations
Engineer
Regional
Engineer
Project
Engineer
Assistant
Project
Engineer
Project
Engineer A&E

Approve for
Info Only

Approved for
Info Only

ReDraft

Draft
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Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
e Assistant
Project
Engineer A&E
4 Approve e Administrator | Undo Submitted You can move
e Construction | Approve the record to
Component the Submitted
Lead workflow
e Construction status only
Admin Staff if the items are
e Construction not part of any
Operations Pay Estimates.
Engineer
e Regional If the items are
Engineer already part of
e Project Pay
Engineer Estimates,
o Assistant ensure they
Project are removed
Engineer from the pay
o Project estimate to
Engineer AGE proceed with
. the workflow
e Assistant . ..
: action. This is
Project possible only if
Engineer A&E the Pay
Estimate isin
Draft workflow
status.

3.4.1.4. Generating Item Posting Report

Based on the roles assigned to you, you can generate various item postings report that illustrate various

information views. These reports enable various stakeholders to stay up-to- date on the status of the pay

notes.

You can generate various payment reports from the Item posting list page.

Pay Note Report Permission Matrix

From the ITEM POSTING list page, the following roles can generate reports:

e Administrator

e Construction Component Lead

e Construction Admin Staff
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e Construction Engineer

e Highway Construction Manager/QA QC
e Inspector

e Assistant Project Engineer

e Project Engineer

e Regional Engineer

e Construction Inspection A&E Manager
e Inspector A&E

e Assistant Project Engineer A&E

e Project Engineer A&E

3.4.1.4.1. Item Posting List Page Report
Overview

Based on the roles assigned to you, you can generate reports that illustrate various information views. For
more information on report permissions, refer to Pay Note Report Permission Matrix.
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1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS

Q, Iype to Search X v
I'] Selart Project

.

i3]
a

Recent Projecrs

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

All Projects

PROJECTS

41 New [ workflow ~  [&] Reports ~

0  Project Code

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

SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER

SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER ...

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

&, Manage Users
Project Name

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

Rehabilitate Many Gla...

P& Mark Offline/Online

Project Description

Reconstructionof 12
Reconstructionof 12 ..
Reconstructionof 12 ...

Reconstruction of 12 ...

Figure 135: Navigation to Projects Module
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@ More ~

Business Unit

Western Federal Lands
Western Federal Lands
Western Federal Lands

Western Federal Lands

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

PROJECTS
Q, Type taScarch X v oA
s caenorssronzzm -
E Sensral

Uil “71 SIT - CA ERFO FS LSPDR 2023-1(1)
@ + Noruments
= Documenl Search
= Frojec Resort Gallory
u Project Calencar
= lund Managzment
m Project Sund List
m Project-und Transaction
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts

PROJECT DASHEOARD

PROJECT DETAILS

iy Select Dashboard: s s

Frdrier

altermates [~

w  Mode: Vs

Schadilal #rer

~ 4l New

Figure 136: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DFTAI S
Q, ype Lo Search X W A T selectDashboard: | Construcrion Sratis Report | Mode: View ~| {iWew _FEdit Tl Delete &} SetAs Default
LY | st caereoFs Lseor 2023 1) - ———
General cant
Lenerar cntrac .
Verklluw e[ w] BT g Valuee -
[ TVSIT-CAERFOFSLSPORZ023-U(D(1) = Slalus: B

Prujuel ~

@ + Dowumnesnls —
® Dacumen Search
= Project Resorl Gellery
u Praject Calendar
+ lurk Menagement
+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 137: Navigation to Contracts

4. Expand the Billings & Payments folder, and then click ltem Posting.
The ITEM POSTING list page is displayed.

5. Inthe list page, click Reports, and then click Pay Note Report.
ITEM POSTING

.n New ﬁ Workflow ~ E:it Excel Export - @ More ~

D g Item Posting ID LineNt _ Pay Item #
=g Customize List

Ié] Reports 4

D IP-6982AF24C000004-00001 A0560 5,) Attachments

List Page Report

Pay Note Report

I} Audit Log

Figure 138: Reports Option
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The report is generated and displayed.

PAY NDTE REPORT
®) Back ) Subscribe

Generate ReportSy | em Posting i ~ rem Fosting § 12 A2 ACOOIEA-0T £

Postng Damz From  jos/o1/2024 : |:| N #ostng Date To WA 2021 : |:| MU

Pay ltems v tem Posting Staws ~

[1 e Frd [Nst [@w O opm

»

FHWA PAY NOTE REPORT

Central Federal Lands

Project Number: SIT - CAERFOFS LSPDR 2022 1(1) Pay Note Number: 1 (Draft) Period:
(1
Project Name: SIT - Black Meountain Road Pay Note Date: 07/30/2024 Measured By:
Cantract Numbar: §982AF24C000004
Line # CM# Pay ltem & |Pay ltem Type Pay Item Descripion & Supplamental
A0360 151000000 (M MOEILIZATION
CONTRACT QUANTITIES REVISED CONTRACT PROGRESS PAYMENT QUANTITIES

NLAMTITICS
_

Figure 139: Pay Note Report

3.4.2. Pay Estimates

Pay estimates are estimations of payment to contractors for a pay period.

The Pay Estimates (PE) form enables you to consolidate item postings for a pay period and generate the
required payment for a pay period. The following factors are taken into consideration in a progress
estimate:

e The completed work items that have been posted and approved

e Deduction of payment based on certain retainage for specific items

e Anyadjustments due to liquidated damages or addition of items, and so on

e Anyadvance payment or recovery of advance payment made to the contractor
e Retention of certain part of the payment

e Release of previously held retention, if any

You can generate pay estimates for partially or fully completed items that have been posted and
approved.

The process of generating pay estimates starts with posting completed work items through the ltem
Posting form. Pay estimates are necessary to process payments that must be made to a contractor, after
recovering contract advances and retainage. Masterworks automates the process of consolidating
approved item postings for the contract.

The Pay Estimates form also provides a summary of fund requirements across various account codes
and enables you to override the system-defined fund calculations. Based on the funding rules applied to
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the various items posted and adjustments, you can get a funding summary on the amount that is getting
consumed from the respective fund source for the payment of the item. It also gives an estimate on how
much amount must be withdrawn from the appropriate fund source for payment to the contractor.

Note: Only users with permission defined in the Additional Permissions Setup catalog of the library can
view and update the Probables.

For more information on additional permissions, refer to the Additional Permissions Setup sectionin
the A01 Library Management PG.

If the fund source does not have sufficient fund for payment of the material, then based on the account
priority specified, the fund is consumed from the lower priority fund source.

You can perform the following tasks:

e 3.4.2.1. Generate pay estimate

e 3.4.2.2.Track important dates of a pay estimate

e 3.4.2.3. Set the pay estimate to paid

3.4.2.1. Generating a Pay Estimate
Prerequisites

e Contractitems are locked.

e Approved fund sources must be available.

e You can generate only one pay estimate for a selected date range.
e Therole of the logged-in user must be one of the following:

Administrator

Construction Component Lead
Construction Admin Staff
Construction Operations Engineer
Assistant Project Engineer

Project Engineer

Regional Engineer

Project Engineer A&E

O O O O O O O O

e You must have the permission to update PE Work Done: Probables and Pay Estimates
Adjustment: Probables fields.
For more information on additional permissions, refer to the Additional Permissions Setup
section in the A01 Library Management PG.

e Ifthere are any prior pay estimates, then the records must be in the Approved for Payment or
Paid workflow status. For more information on the pay estimate workflow, refer to Section 3.4.2.4.

Pay Estimate Workflow Status.

e Final pay estimate should not be generated.
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Overview
In the Pay Estimates form, you have the following options:

e New Pay Estimate: This is used to generate a pay estimate periodically to pay contractors for the
work done.

e New Final Pay Estimate: This is used to generate final pay estimate after the balance change
modification has been issued and the final voucher is ready to be processed.

A Pay Estimate is generated to estimate the pay for the work done. Work done is measured from
approved item postings. It also enables you to manage retainage, make adjustments, and provide
advance payments to the contractor throughout the contract lifecycle.

It also provides a summary of funding requirements across various account codes and enables you to
override the system-defined funding calculations.

Steps

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

PROJECTS PROJECTS
Q iypetosearch X W A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
n @  Project Code Project Name Project Description Business Unit
H Selart Prajar -
A Recent Projects

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

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

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

L}

Figure 140: 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  1'40J=C1 L= AILS
Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: | view ~  fINew _FEdic [0 Delete 3 Set As Default
£ s -caemorssorzesm - e -
General
EE— rudder  [1119 schedils) srer | |
11 Tl SIT - CA ERFD FS LSPDR 2023-1(1) I |
,@_ + Documents

= Ducument Sedrch
= 2rojec Resart Gallery
® Froject Calennar
— Jund Managsment
m Project “und List
m Project -und ransactior
» Funding 2uiles
+ Sid tslimale Informalion
+ Siddirg

+ Contracts

Figure 141: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.
PROJECTS PROJECT DASHBOARD  PROJECT DETAI S
Q, ype Lo Search X v A i} Selzct Dashboard: Construction Srarus Repor ~ Mode: View - .‘,"]New _ﬁ' Edit ]\1[ Delete E‘,, Set As Default
i'} ST CAERFD FSLSPDR 2023 1(1) -
General Cantract .
uﬂ - T BTG EREER . dn;:l;lbm.\. Aviardad, A ciived Risloric, Te nimlﬂ oS celuca Values -
& 4 Dewments Pt M
® Dacument Search
= Project Resorl Gellery
u Praject Calendar
+ lurk Menagement
+ Mid Ferimate Intormation
+ Bidding
= Conlracs
— SIT-CATRFOFS | 5PRR 2003-1(1)
+ Lowments
+ Canfigurations
m Conlracl llems
+ Progress Tracking
+ Billings & Peavinents
u Contract Moditications
> = Submttals -
Figure 142: Navigation to Contracts
4. Expand the Billings & Payments folder, and then click Pay Estimates.
The PAY ESTIMATES LIST page is displayed.
PROJECTS PAY ESTIMATES LIST
0\ Type to Search X v oA m Workflow ~ Lé] Reports ~ @ More -
Retainage

'f.} N B r  From Date To Date
SIT - CA ERFO FS LSPDR 2023-1(1) ¥ D) New Pay Estimate

(|
&

General Rl New Final Pay Estimate

B MM/ddiyyy : MM ddfyyy E

= Contracts A

— SIT-CAFERFOFSISPDR 2

+

Documents
Configurarions
Contract ltams
Progress Tracking
Billings & Payments

= |tem Posting

= Pay Estimates

= Pay Estimates Tracki...
Contract Modifications
Submittals

Contract Report Gallery
4

Subcontract B n [1— n u

Figure 143: List Page of Pay Estimate Form

5. Click New, and then click New Pay Estimate.
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The NEW PAY ESTIMATE page is displayed.

NEW PAY ESTIMATE

[a Save & Exit L-S Save & Continue ® Cancel m Workflow ~  "§" Select Actions ~
Contractor : Key Stonc Limited G
Pay Estimate Number : 1
From Date : 10/071/2023
ToDate : 07/20/2024
Invoice No. : 1
Payment Type : Interim v
Cverview
Net Work Done (C) $10,000.C0
Retainage deduction (Calculated on C) % 0.00
Release previously held Retainage $0.00
NET AFTER RETAINAGE (D) $10,000.00
Total Advance Payments $0.00
Total Adjustments $0.00
Total Advance Recovered $0.00
NET TO BE PAID IN THIS BILL (E) $10,000.00
Work Done  Adjustments Funding Summary Notes
T e S [P
< '_| ANSAN 181010000 LANRILITATION » e
S ——

Figure 144: New Pay Estimate Details Page

The NEW PAY ESTIMATE displays the following information:

Field Name Description

Contractor The prime contractor for the contract.

Pay Estimate Number The sequential order of the estimate generated.

From Date For the first pay estimate, the time start date of the contractis

displayed.
For subsequent pay estimates, it is calculated as the To Date
of the previous pay estimate plus one day.

Note: You cannot select the From Date as you cannot have overlapping
dates to generate pay estimates. It means, you can generate only one
pay estimate for a selected time period.

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

Field Name Description

To Date From the drop-down list, select the date up to which the pay estimate
must be generated.

Invoice No Enter a unique invoice code for the pay estimate.

Payment Type A default value is displayed.
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Field Name Description
Optionally, from the drop-down list, select the appropriate payment
type.

Available options are Final, Initial, Interim, etc.
The drop-down list displays the payment types defined in the Payment
Type catalog of the library.

7. Click Generate to view the item postings that were approved in the selected period.
The Work Done tab displays the list of all approved item postings that have not been included in any
previous pay estimates and have Posted Date on or before the To Date of the pay estimate.

NEW PAY ESTIMATE

[a Save & Exit B Save & Continue ® Cancel M Workflow v *L" Select Actions ~

Work Done Adjustments Funding Summary Notes

I T e

D A0560 15101-0000 MOBILIZATION
4
[ is
TOTAL WORK DONE INCLUDED IN THIS BILL (A) $10,000.00
Hold Payment In this BILL (calculated on (A)) $0.00
Release previously held payment ($ 0.00) $ 0.00
NET WORKDONE PAYMENT IN THIS BILL (B) $10,000.00

Figure 145: Work Done Tab

The Work Done tab displays the following information:

Field Name Description
Line No. The line number of the item from the Contract Items form.
Pay Item No. The identification number of the item from the Contract Items form.
Description The description of the item from the Contract Items form.
Supplemental Description The supplemental description of the item from the Contract Items
form.
Sub Item Description The description of the sub item from the Contract Items form.
Posting Date The date on which the item was posted.
Posted Qty The quantity of items posted on a given day.
Ratein $ The unit price of the pay item from the Contract Items form.
Amountin $ It is calculated as: Posted Qty x Rate in $
Previously Held Qty Avalue is displayed if there were any quantities retained in the
previous pay estimate for the same approved item posting.
Note: If the same item is posted in multiple item postings and are
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Field Name

Description

included in the pay estimate, then Masterworks displays those items
as separate entries. Therefore, the previously held information is
displayed for the first entry of that pay item. Otherwise, it can cause
confusion as you might count the previously held quantities twice.

Net Qty

Itis calculated as: (Posted Qty - Hold Qty this PE) + Previously Held
Qty Release this PE

Net Amount

Itis calculated as: Net Qty x Rate in $

Probable Amount

By default, it displays the probable amount for the item as defined in
the ITEM LIST page of the Contract Items form. Additionally, if you
modify the value in the Probable Qty field, the amount is updated
accordingly.

Calculated as: Probable Qty x Unit Price in $

Note: Only users with permission defined in the Additional
Permissions Setup catalog of the library can view and update this
field.

For more information on additional permissions, refer to the
Additional Permissions Setup section in the A01 Library
Management PG.

0O/U%

Calculated as: [(Probable Amount — Revised Amount) + Revised
Amount] x 100

Note: Only users with permission defined in the Additional
Permissions Setup catalog of the library can view and update this
field.

For more information on additional permissions, refer to the
Additional Permissions Setup section in the A01 Library
Management PG.

a. Toupdate the necessary information for the approved item postings, in the Work Done tab, provide

the appropriate information in the fields, as described in the following table:

Field Name

Description

Previously Held Qty Release
this PE

To release the amount for the previously held quantity, enter the
quantity to be released in this pay estimate.

Note: You cannot release quantity greater than the previously held
quantity.

Hold Qty this PE

To withhold part of the amount payable in this pay estimate, enter
the quantity to be held.

Note: You cannot hold quantity greater than the posted quantity.
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Field Name Description

You can release the amount held in subsequent pay estimates.

Probable Qty By default, it displays the probable quantity as defined in the ITEM
LIST page of the Contract Items form.

Optionally, enter the appropriate probable quantity. Once the Pay
Estimate record is approved, the same quantity is updated in the

Contract Items and Contract Modifications form.

Note: Only users with permission defined in the Additional
Permissions Setup catalog of the library can view and update this
field.

For more information on additional permissions, refer to the
Additional Permissions Setup section in the A01 Library
Management PG.

Remarks Enter any notes for the pay item.

b. Optionally, perform any of the following, as applicable:

* To add approved item posting manually, perform the following steps:
i. Click Add.
The Workdone List dialog box is displayed.

Workdone List X

0 selected of total 1

U Line No Y |Payltem .. Y |Descripti. Y |Supplem.. Y |Subltem.. Y |PostingD.. Y |Available.. Y AvailableR..

D AC563D 15101-C003 MOBILIZATION 07r3C/2024 10,000.000 1.00

4

T
3

Figure 146: Workdone List Dialog Box

ii. Clickthe appropriate item postings, and then click Select.
iii. Make the necessary changes.
* To delete item postings which are not relevant to the pay estimate, perform the following steps:
i. Selectthe appropriate item postings, and then click Delete.
A confirmation message is displayed.

ii. Click OK.
The TOTAL WORK DONE INCLUDED IN THIS BILL (A) displays the sum of all item postings
that are displayed in the Work Done tab.
The NET WORKDONE PAYMENT IN THIS BILL (B) is calculated as the difference between the
TOTAL WORK DONE INCLUDED IN THIS BILL (A) and Hold Payment in this BILL (calculated
on (A)) amount, plus Release previously held payment ($).
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8. Inthe Adjustments tab you can make adjustments such as retain part of the payment, record the
advance payments, and other necessary adjustments. It displays all the previously held adjustment
entries, if applicable.

EDIT PAY ESTIMATE

[a Save & Exit m Save & Continue @ cancel [ workflow +  °L* sSelect Actions »

Work Done  Adjustments  Funding Summary ~ Notes
Em Adjustment Previously Held Amount in $ .
100% CONO1 Adjustments Other Adjustments

Affected Line Items

Tortal Adjustments $ 100.00

Figure 147: Adjustments Tab

To add adjustments, perform the following steps:
a. Click Add.
The Adjustments List dialog box is displayed.

Adjustments List X
Adjustment Y | Description h
Adjustments Other Adjustments o
Retainage Retainage
Materials on Hand Materials on Hand
Liquidated Damages (insert date to date)

Subcontractor Retainage
Escalation

Quallty Disincentive =

pEEon oo

Figure 148: Adjustments List Dialog Box

Available options are adjustments defined in the Adjustments catalog of the library.
b. Click the appropriate option, and then click Select.
The adjustment is added to the section. The following information is displayed:

Column Name Description
Adjustment The adjustment as defined in the Adjustments catalog of the
library.
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Column Name

Description

Previously Held Amountin $

The amount previously retained for the adjustment.

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

Column Name

Description

Fund Rule

To associate a fund rule for the adjustment, select the
appropriate fund rule from the drop-down list.

Available options are active and approved fund rules defined
in the Funding Rules form of the project.

Note: The fund rule aids in calculating the funding summary.

Description

By default, the description for the adjustment as defined in
the Adjustments catalog of the library is defined.
Optionally, enter the description for the adjustment.

Adjustment this PE in $

Enter the amount for the adjustment.
Note:

* Ifyou are adding a retainage, then you must prefix the
value with a - sign.

* Ifyou are recovering the advance paid, then against the
adjustment Materials on Hand you must prefix the value
with a Minus (-) sign.

Probable Amountin $

Enter the appropriate probable amount for the adjustment.

Note: Only users with permission defined in the Additional
Permissions Setup catalog of the library can view and
update this field.

For more information on additional permissions, refer to the
Additional Permissions Setup section in the A01 Library
Management PG.

Invoice Number

Note: You can enter an invoice number only if the
Adjustment is selected as Materials on Hand.

For reference and tracking purpose, enter the number that is
available in the invoice.

Affected Line Item

Note:

* You can add the affected line item only if the
Adjustment is selected as Materials on Hand.

* The system prompts you to save the existing information
before adding the affected line item.
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Column Name Description

To add the item that is affected by the advance payment,
perform the following steps:

i. Selectthe appropriate adjustment, and then click
Affected Line Item.
The AFFECTED LINE ITEMS page is displayed.

ii. From the Affected Line Item drop-down list, select
the appropriate line items.
Available options are locked contract items of the
contract.

iii. Click Save & Exit.

The Total Adjustments displays the sum of all adjustments, retainage, and advance
payments.

d. Optionally, perform the following steps, as applicable:

* To edit adjustments, click the editable cells, and make the necessary changes.

* To delete adjustments, perform the following steps:

Note: You cannot delete an adjustment that is carried forward from the previous pay
estimate to the current pay estimate.
i.  Selectthe appropriate record, and then click Delete.
A confirmation message is displayed.
ii. Click OK.

9. The Funding Summary tab provides summary about the funding requirements. Based on the funding
rule assigned to the item postings and adjustments, it displays the amount that is available in the
fund source to enable funding of the work done and adjustments made. It also gives an estimate on
how much amount must be withdrawn from the appropriate fund source.

EDIT PAY ESTIMATE

[@ save & Exit [ Save & Continue () Cancel [ Workflow = °&" Select Actions ~

Wark Done  Adjustments Funding Summary  Notes
CONO1 550,457.72 560,457.72 15B6062301103.A40.CN.15F1.06.1606000000
CONo2 2,203,414.61 2,203,414.61 15B6062301103.A40.CN.15F1.06.1606000000
conoa 15B6062301103.A40.CN.15F1.06.1606000000

Figure 149: Funding Summary Tab
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Note: If any updates are made to the Work Done or Adjustments tab, ensure to click Save &
Continue to view the updated Fund Summary section.

In the Funding Summary tab, the following information is displayed:
Note:

e Suppose a new project fund source is created when the Pay Estimates record is in the Draft or
Submitted workflow status, the new fund source is automatically displayed in the Funding
Summary tab.

e Ifthe fund rule associated with the contract items or sub items are changed, then the changes
must be updated for that item in the Pay Estimates record. The changes are reflected only for Pay
Estimates in Draft or Submitted workflow status.

Column Name Description

Fund Source Note: Only fund sources with CON type are displayed.

The fund source is displayed based on the funding rule assigned
to the contract item and adjustments.

Authorized ($) The sum of all project fund transactions done for the respective
fund source.

Remaining ($) The remaining amount that is available in the respective fund
source.

Account Priority The account priority as defined for the respective fund source.
Note:

The system will automatically calculate the Current Approved
($) such that it will first use the remaining amount in the
respective fund sources, and if additional funds are required, it
will consume funds from lower priority funds set up in account
priority.

If the Current Posted ($) value is negative, the system holds that
amount for payment at a later stage instead of adding funds to
the fund source.

Account Number The account number of the fund source.
Fund Description The description of the fund source.
Current Posted ($) Itis calculated as: Amount to be paid for items posted (after

reducing item level retainages) + Adjustments from the
respective fund source without assigning any account priority.

Current Approved ($) As per the defined account priority, the system re-calculates the
amount for each fund.

Note: If you make any changes in the other tabs, the value is
updated to comply with the new funding requirements. The
changes are displayed only after saving the pay estimate.

139



Federal Highway
Administration

Construction Part A
Participant Guide

Column Name Description
Remaining Amount after Itis calculated as: Remaining Amount - Amount this PE
this PE

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

Note: You can edit these fields even after the record is moved to the Approved for Payment

workflow status.

Column Name Description

Amount this PE By default, it displays current approved value. Optionally, you can
enter the appropriate amount.

The amount in PE cannot be greater than the remaining amount
in the fund source.

The total of Amount this PE must be equal to the NET TO BE PAID
IN THIS BILL (E).

Notes Enter any relevant notes for the funding summary.

Upon entering the necessary details in the Work Done, Adjustments, and Funding Summary
tabs, in the OVERVIEW section, the following information is displayed:

Column Name

Description

Net Work Done (C)

Displays amount same as the NET WORKDONE
PAYMENT IN THIS BILL (B).

Retainage Deduction (Calculated on
C)

Sum of all Adjustment this PE in $ amounts for
adjustment type as Retainage.

Release Previously held Retainage

Sum of Previously held release this PE in $ amounts
for adjustment type as Retainage.

NET AFTER RETAINAGE (D)

Itis calculated as the difference between the sum of
Net Work Done (C) and Release Previously held
Retainage, and the Retainage Deduction.

Total Advance Payments

Sum of all positive values for Net Adjustment this PE
in$

amounts for adjustment type as Materials on Hand.

Total Adjustments

Sum of all adjustments in this pay estimate except
Retainage and Materials on Hand.

Total Advance Recovered

Sum of all negative values for Net Adjustment this PE
in $ amounts for adjustment type as Materials on
Hand.

NET TO BE PAID IN THIS BILL (E)

Itis calculated as: NET AFTER RETAINAGE (D) + Total
Advance Payments + Total Adjustments + Total
Advance Recovered

10. Enter any additional information in the Notes tab, if required.
11. Optionally, in the ATTACHMENTS section, upload or link related files. For information on
attachments, refer to Section 4.1. Attachments.
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12. 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.

3.4.2.2. Tracking Important Dates of a Pay Estimate
Prerequisites

e A Pay Estimate record must be created.
e Therole of the logged-in user must be one of the following:

Administrator

Construction Component Lead

Construction Admin Staff

Construction Operations Engineer

Assistant Project Engineer

Project Engineer

Regional Engineer

Project Engineer A&E

For more information on role-specific permissions, refer to Pay Estimate Tracking

O O O O O O O O

Permission Matrix.

Overview

The Pay Estimates Tracking form enables you to record and track important dates related to payments.
These dates help you generate payment-related reports.

Note: Approval of a Pay Estimate record marks the associated Pay Estimates Tracking record as locked,
making the user unable to delete the Pay Estimates Tracking record.

Steps

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

PROJECTS PROJECTS
Q Iype to Search X v oA 4',"] New  [# Workflow - E] Reports fb Manage Users g Mark Offline/Online C More ~
n Selart Projert 0 Project Code Project Name Project Description Business Unit
Selart Prejec -
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
gl SIT - CA ERFO FS LSPDR 2023-1{1)
SIT MT NP5 GLAC 14(4) 8 MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
@ All Projects SIT MT NPS GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

Figure 150: 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  140)=C1 Uz /LS
Q, Type o Search X W A iy Select Dashboard: Lissc ~  Made: | Visw ~  4lNew _FEdit T Delete % Set As Defaulr
ﬂ 511 - CAERIO |5 L5PDI> 2023-1(1) -

Reporl Viewer

General
—_— Fidder RREC sehadilel smrer

[4] T SIT-CAERFD F5 LSPDR 2023.1(1)

|

alterrates [ ]
,@ + Daruments
= Douanent Search
= Froject Report Gallery
® Froject Calennar
— lund Management
m Project Sund List
w Project —und ransactior
® Funding 2wles
+ Sid sstimale Informalion
+ Biddirg

+ Contracts
Figure 151: Expanding Projects Folder

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHROARD  PROJFCT DFTAIL S
X W A T select Dashboard: Constricrion Sratis Repor | Mode: View +~  JfINew _fEdit [0 Delste &} Setas Default
Y |57 caerroFs LspoR 2023 10) - N .
E Genera
_— contract BNy -
. Workllaw  Aviardad A cdived Hisloric, Tervinal 8] S (gt a values -
[Jf] "TVSI-CAERFOFSLSPDR2023-1(1)(1) & St o e

’ ™
.@ + Dowumenis Prejed J

Dacument Search

Project Resort Gellery

Project Calendar

+ lung Management

+

Rid Ferimate Intarmarion

+

Bidding

= Conlracts

— SIT- CATRFQF2 [ 5PDR 7023-1(1)

+ Dotuments

+ Contgurarons

= Conlracl ems

+ Progress T-acking

+ Billings & Caviments
> m Contract Moditications

= Submittalz

Figure 152: Navigation to Contracts
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4. Expand the Billings & Payments folder, and then click Pay Estimates.
The PAY ESTIMATES LIST page is displayed.

Q Type to Search

Fa)

K

@
+
+

PROJECTS

X v

5IT - CA ERFO FS LSPDR 2023-1(1)

General

= Contracts

Documents
Conligurations
Conrract Irems
Pragress Tracking
2illings & Payments
= [tem Posting

B Pay Estimates

PAY ESTIMATES TRACKING

A EI Reports ~ [“31 Excel Export ~ @ More ~

= SIT-CAFRFO FS [SFDR2023-..

= Pay Estimates Tracking

Contract Modifications
Submitzals
Contract Repert Gallery

Subcentract

. D g Pay Estimate Number  Contractor's Invoice Received Date Contractor’s Certificate Received
MM/ddiyyyy E MM/ddiyyyy E
D 1 07/25/2024 07/29/2024
a
q
- 300a0

Figure 153: List Page of Pay Estimates Tracking Form
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5. Click New.
The PAY ESTIMATES TRACKING page is displayed.
PAY ESTIMATES TRACKING

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

Pay Estimate Number i3 v
Contractor's Invoice Received s 03/04/2025

Date
Contractor's Certificate s 03/19/2025

Received
Pay Estimate Approved *: 04/01/2025
Construction Days to Process 10
Due Date to Finance : 04/11/2025
Actual Date to Finance : None
Days to Payment : 14
Due Date for Payment : 04/02/2025

Actual Payment Date : None

Invoice and Payment Notes : a

v
-

Figure 154: Pay Estimates Tracking Details Page

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

Field Name Description

Pay Estimate Number By default, the most recent pay estimate is displayed.
Optionally, select the appropriate pay estimate number.
Available options are pay estimates for which a pay estimate
tracking record has not been created already.

Contractor's Invoice Received Date | From the drop-down list, select the date on which the
invoice was received from the contractor.

Contractor's Certificate Received From the drop-down list, select the date on which the
certificate was received from the contractor.

Once the date is entered, the Due Date for Payment field is
displayed.

144



Federal Highway

Adm

inistration

Construction Part A
Participant Guide

Field Name

Description

It is calculated as: Contractor's Certification Received Date
+ Days to Payment.

Pay Estimate Approved

From the drop down list, select the date on which the
respective pay estimate record was approved.

Construction Days to Process

A default value is displayed.
Optionally, enter the appropriate number of days required to
process the payment estimate.

Due Date to Finance

From the drop-down list, select the date on which the pay
estimate was due to be sent to finance.

Actual Date to Finance

From the drop-down list, select the date on which the pay
estimate was actually sent to finance.

Days to Payment

By default, the number of days for which the pay estimate
was generated is displayed.
Optionally, enter the number of days.

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

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

3.4.2.3. Setting the Pay Estimate Record to Paid

Prerequisites

Based on the workflow status of the record, the role of the logged-in user should be any of the following:

Administrator

Construction Component Lead

Construction Admin Staff

Construction Operations Engineer

Assistant Project Engineer
Project Engineer

Regional Engineer

Project Engineer A&E

Overview

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

move a Pay Estimates 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, Typs toSearch X VA 8 Manage Users

i;] Selact Preject - 8

E A Recent Projects

i SIT- CA ERFO FS LSPDR 2023-1{1)

&

4] New 4] Workflow -  [3] Reports -

Project Code Project Name

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

Rehabilitate Many Gla...

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

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

All Projects

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

P& Mark Offline/Online

Praject Descriptian

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

Reconstruction of 12 ..

Figure 155: Navigation to Projects Module

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

PROJECTS PROJECT DASHEDARD  1PH0J=C1 L= 1AILS

Q, Type toScarch x Mode: | View

dig Select Dashboard: Lis s ~

-CAERIO IS L5

General
ridder RREE] schadils) #rer
Uil “71 SIT - CA ERFO FS LSPDR 2023-1(1) alterrates ‘:l
ﬁ} + Doruments

Document Search

Projoct Reoort Gallory

Project Calennar

— lund Management
m Projecr Sund st
= Project —und lransaclicr
= Funding Aules
+ Bid cstimale Informalion
+ Biddirg

+ Contracts

41 New

|

Figure 156: Expanding Projects Folder
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Western Federal Lands
Western Federal Lands
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJCT DFTAII 5
Q 1ypz o Seerd X W A I select Dashboard:| cansrrucrion Srarus Repors v Mode: View «| finew _FEdit Tl Delete %} SetAs Default
Q 5 A EREO F5 LSFDR 2023 1(1! = N
|57 caereoFsLsPOR 2023 1q1) T
Geners
— Centract . .
Workilow  Aviarded, Arclived_Hislorie, Torminal[ ] E'r‘“‘_!"‘* «Seled aVaes ~
[Jff TSIT-CAERFOFSLSPDRZOZZA(1)(T) A Slas 8
® + Detuments Projeel vl

u Dacument Search

n Project Reporl Cellery

§ Project Calendar

+ lune Menagement

+ Mid Mstimate intormation

+ Bidding

= Conlracls

= SIT-CATREOFS [ SPDR 20273-1(1)

+ Documents

+ Configurations

m Conlractllems

+ Progress Tracking

+ EBilings & Paymenls
> ® Contract Moniications

= Submttalz

Figure 157: Navigation to Contracts

4. Expand the Billings & Payments folder, and then click Pay Estimates.
The PAY ESTIMATES LIST page is displayed.
5. To approve the Pay Estimates record, perform the following steps:

Phase Role Workflow Steps
1 e Administrator | a. Inthe list page, select the appropriate record thatis in the
e Construction Draft workflow status, and then click Select Actions.
Component

PAY ESTIMATES LIST

ead _F Edit @ view TII pelete [B] workflow ~ | *L* select Actions ~ | [B0 Mail Merge ~ @ More ~
e Construction D PayEstimateNumber  From Date Retainage Bill Amount ($)
Submit
Admin Staff ey B B =
1 i 10/01/2023 07/30/2024 0.00 10,100.00

e Construction
Operations

Engineer b. Click Submit, and in the Masterworks dialog box, click OK.

e Assistant The workflow status of the record is set to Submitted.
Project

Engineer

e Project
Engineer

e Regional
Engineer

e Project
Engineer A&E

Figure 158: Workflow - Submit
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Construction
Component
Lead
Construction
Admin Staff

Phase Role Workflow Steps
2 e Administrator | a. Inthe list page, select the appropriate record that is in the
e Construction Submitted workflow status, and then click Select Actions.
Com Onent PAY ESTIMATESLIST
Leadp F Edit  © view Tl Delete [ Workflow ~ [ MailMerge ~ () More ~
C t t 0 Pay Estimate Number  From Date Redraf Retainage
° onstruction edraft
Admln Staff v 1 i 1000172023 0.00
Figure 159: Workflow Action - Approve
b. Click Approve, and in the Masterworks dialog box, click OK.
The workflow status of the record is set to Approved for
Payment.
3 e Administrator | a. Inthe list page, select the appropriate record thatis in the

Approved for Payment workflow status, and then click
Select Actions.

PAY ESTIMATES LIST

7 Edit  © view 1O Delete B Workflow ~ | °§" Select Actions = | [@1 Mail Merge ~ €2 More
Y Fay Estimate Number From Date Retainage
Mark &s Paid
MMiddryyy| B
) E R Undo Approve
1 . 10/01/2023 0.00

Figure 160: Workflow Action — Mark as Paid

b. Click Mark as Paid, and in the Masterworks dialog box, click
OK.
The workflow status of the record is set to Paid.

3.4.2.4. Pay Estimate Workflow Status

The following table provides the workflow status (current and subsequent stage) of the Pay Estimates

record.

For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status

Transitions.
Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
1 Draft e Administrator | Submit Submitted After the record is

e Construction

moved to the

Component Submitted workflow
Lead status, you cannot

e Construction delete it. However,
Admin Staff you can edit it.
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
e Construction
Operations
Engineer
e Assistant
Project
Engineer
e Project
Engineer
e Regional
Engineer
e Project
Engineer A&E
2 Submitted e Administrator | Approve Approve for Note: This workflow
e Construction Payment action

Component
Lead

e Construction
Admin Staff

can be performed
only if

a Pay Estimates
Tracking record is
created for the PE.

To move the Pay
Estimates record to
the Approved

for Payment
workflow status,
ensure the following
conditions are met:

e The Amount
this PE must
be equal to
the NET TO BE
PAID IN THIS
BILL (E).

e Remaining
amount in the
fund source
must be
greater than
or equal to
Amount this
PE.
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
Note:
e The Funding

Summary tab of

the Pay

Estimates record

is editable in this

workflow status.

e Upon
approval, the
Pay
Estimates
Tracking
record
associated
with the PE is
considered as
locked.

2 Submitted e Administrator | Re-Draft Draft -
e Construction
Component
Lead
e Construction
Admin Staff
3 Approved for e Administrator | Mark as Paid
Payment e Construction | Paid
Component | Undo Submitted To move the
Lead Approve Pay Estimates
e Construction record to the
Admin Staff Paid workflow
status, ensure
the following
conditions are
met:

e APay
Estimate
Tracking
record for the
corresponding
must be
created.

e The Amount
this PE must
be equal to
the NET TO BE
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
PAID IN THIS
BILL (E).

e Remaining
amountin the
fund source
must be
greater than
or equal to
Amount this
PE.

e [fthe previous
Pay Estimate
record is not
set to Paid,
then the
current pay
estimate
cannot be set
to Paid.

Note: The Pay
Estimates Tracking
record for the
corresponding PE
cannot be deleted if
the PE exists

in Approved for
Payment or Paid
workflow status.

3.4.2.5. Generating Pay Estimate Reports

Overview

Based on the roles assigned to you, you can generate various pay estimates and payment

progress reports that illustrate various information views. These reports enable various stakeholders to

stay up-to-date on the status of payment progress.
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Steps

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

PROJECTS PROJECTS
Q, Iypeto Search X W A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
n 0  Project Code Project Name Project Description Business Unit
G Selart Prajar -

E 4 Recent Projects

i
@

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

All Frojects

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

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

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

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

Rehabilitate Mary Gla...

Reconstructionof 12

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12 ...

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

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

Figure 161: 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  "40)=Cl Lz |AILs
Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: visw ~  fINew _FEdic [0 Delete 3 Set As Default
B o crewoissioramzm -
Hadcer 1113 schadiilal srer |
[4] T SIT-CAERFD S LSPOR 20231(1) P =

,@_ + Documents
= Ducument Sedrch
= 2rojec Resart Gallery
® Froject Calennar
— Jund Managsment
m Project “und List
m Project -und ransactior

= Funding 2ules

+ Sid tslimale Informalion

+ 3Biddirg

+ Contracts

Figure 162: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DFTAI S

X v A i} Select Dashboard: | Construction Srats Report ~ Mode: View - .n Newr _ﬁ Edit ]\1[ Delete 1‘:‘,, Set As Default

LY | st caereoFs Lseor 2023 1) - S

General _
Verkllu, L Terminol|ga] BUEMEs

[ T SIT- CAERFO FS LSPOR 2023-1(1) (1) a i

<Sulucl a Value> v

Projecl |

@ + Dowumnesnls N —
® Dacumen Search
m Project Reoorl Cellery
u Praject Calendar
+ lurk Menagement
+ Rid Mstimate Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 163: Navigation to Contracts

4. Expand the Billings & Payments folder, and then click Pay Estimates.
The PAY ESTIMATES LIST page is displayed.
5. Inthe list page, click Reports, and then click the appropriate report.

PAY ESTIMATES LIST

.ﬁ New ~ EH Workflow ~ E] Reports ~ @ More ~

[CJ B0 PayEstimate Number

Progress Payment Report

Progress Payment Schedule Summary Report
| 1

Pay Mote Summary Report

Government Receiving Report

Y IRCY IR R Y

Progress Payment Report(Contractor's Version)

Figure 164: Pay Estimates Report

The report is generated and displayed.
You can generate the following reports:

e Progress Payment Report
e Progress Payment Schedule Summary Report
e PayNote Summary Report
e Government Receiving Report
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e Progress Payment Report(Contractor's Version)

3.5. Progress Tracking

The Progress Tracking module comprises forms that aid in recording and tracking the day-to- day
activities at the worksite.

The Progress Tracking module consists of the following forms:

e 3.5.1. Labor/Equipment: It enables you to create a list of resources and equipment that can be
associated across various daily reports of the contract.
e 3.5.2. Work Activity Template: It enables you to create templates with predefined information on

contract items, equipment, and resources. This can later be associated with the CDR and IDR
records.
e 3.5.3. Contractor Daily Record (CDR): It enables you to record and track the contractor daily

records at the worksite.
e 3.5.4.Inspector Daily Record (IDR): It enables you to record and track the inspector daily records

at the worksite.
e 3.5.5. Daily Diary: It enables you to record and track the daily summaries of the construction
related activities in the project.

Progress Tracking Permission Matrix
This section provides information on the roles and corresponding permissions for the respective forms:

Table 8: Table 1- Contractor Daily Record

Role Create Edit View Delete Audit Log

Administrator Yes Yes Yes Yes Yes

Construction Yes Yes Yes - Yes
Component
Lead

Construction - - Yes - Yes
Admin Staff

Construction - - Yes - -
Engineer

Highway - - Yes - -
Construction
Manager/QA

QC

Construction Yes Yes Yes - -
Contractor
CDRs only

Construction Yes Yes Yes - -
Contractor
Basic
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Role

Create

Edit

View

Delete

Audit Log

Construction
Contractor QC
Manager

Yes

Yes

Yes

Construction
Contractor
Manager

Yes

Yes

Yes

Construction
Operations
Engineer

Yes

Inspector

Yes

Assistant
Project
Engineer

Yes

Project
Engineer

Yes

Regional
Engineer

Yes

Construction
Inspection A&E
Manager

Yes

Inspector A&E

Yes

Assistant
Project
Engineer A&E

Yes

Project
Engineer A&E

Yes

Table 9: Table 2 - Inspector Daily Record

Role

Create

Edit

View

Delete

Audit Log

Administrator

Yes

Yes

Yes

Yes

Yes

Construction
Component
Lead

Yes

Yes

Yes

Yes

Construction
Admin Staff

Yes

Yes

Construction
Engineer

Yes

Yes

Yes

Highway
Construction
Manager/QA

QC

Yes

Construction
Operations
Engineer

Yes

Yes

Yes
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Role

Create

Edit

View

Delete

Audit Log

Inspector

Yes

Yes

Yes

Assistant
Project
Engineer

Yes

Yes

Yes

Project
Engineer

Yes

Yes

Yes

Regional
Engineer

Yes

Yes

Yes

Construction
Inspection A&E
Manager

Yes

Inspector A&E

Yes

Yes

Yes

Assistant
Project
Engineer AE

Yes

Yes

Yes

Project
Engineer A&E

Yes

Yes

Yes

Table 10: Table 3 - Daily Diary

Role

Create

Edit

View

Delete

Audit Log

Comments

Administrator

Yes

Yes

Yes

Yes

Yes

Construction
Component
Lead

Yes

Yes

Yes

Yes

Construction
Admin Staff

Yes

Yes

Construction
Engineer

Yes

Yes

Yes

Highway
Construction
Manager/QA

QC

Yes

Yes

Yes

Construction
Operations
Engineer

Yes

Yes

Yes

Inspector

Yes

Yes

Yes

Assistant
Project
Engineer

Yes

Yes

Yes

Project
Engineer

Yes

Yes

Yes

If the
record is
created by
the user
assigned
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Role Create Edit View Delete Audit Log Comments
with the
Project
Engineer
role, then
only the
Project
Engineer
can access
the record.

Regional Yes Yes Yes - - -

Engineer

Construction |- - Yes - - -

Inspection

A&E Manager

Inspector A&E | Yes Yes Yes - - -

Assistant Yes Yes Yes - - -

Project

Engineer A&E

Project Yes Yes Yes - - If the

Engineer A&E record is
created by
Project
Engineer
A&E role,
then only
users
assigned
with
Project
Engineer
A&E and
Project
Engineer
roles can
access the
record.

Table 11: Table 4 - Work Activity Template

Role Create Edit View Delete Audit Log

Administrator | Yes Yes Yes Yes Yes

Construction Yes Yes Yes Yes Yes

Component
Lead
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Role

Create

Edit

View

Delete

Audit Log

Construction
Admin Staff

Yes

Yes

Yes

Yes

Yes

Construction
Engineer

Yes

Highway
Construction
Manager/QA
QC

Yes

Construction
Contractor
CDRs only

Yes

Yes

Yes

Construction
Contractor
Basic

Yes

Yes

Yes

Construction
Contractor QC
Manager

Yes

Yes

Yes

Construction
Contractor
Manager

Yes

Yes

Yes

Construction
Operations
Engineer

Yes

Yes

Yes

Yes

Inspector

Yes

Yes

Yes

Assistant
Project
Engineer

Yes

Yes

Yes

Yes

Project
Engineer

Yes

Yes

Yes

Yes

Regional
Engineer

Yes

Yes

Yes

Yes

Construction
Inspection A&E
Manager

Yes

Inspector A&E

Yes

Yes

Yes

Assistant
Project
Engineer A&E

Yes

Yes

Yes

Yes

Project
Engineer A&E

Yes

Yes

Yes

Yes

Table 12: Table 5 - Labor/Equipment Template

Role

Create

Edit

View

Delete

Audit Log

Administrator

Yes

Yes

Yes

Yes

Yes
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Role

Create

Edit

View

Delete

Audit Log

Construction
Component
Lead

Yes

Yes

Yes

Yes

Yes

Construction
Admin Staff

Yes

Yes

Yes

Yes

Yes

Construction
Engineer

Yes

Highway
Construction
Manager/QA

QC

Yes

Construction
Contractor
CDRs only

Yes

Yes

Yes

Construction
Contractor
Basic

Yes

Yes

Yes

Construction
Contractor QC
Manager

Yes

Yes

Yes

Construction
Contractor
Manager

Yes

Yes

Yes

Construction
Operations
Engineer

Yes

Yes

Yes

Yes

Inspector

Yes

Yes

Yes

Assistant
Project
Engineer

Yes

Yes

Yes

Yes

Project
Engineer

Yes

Yes

Yes

Yes

Regional
Engineer

Yes

Yes

Yes

Yes

Construction
Inspection A&E
Manager

Yes

Inspector A&E

Yes

Yes

Yes

Assistant
Project
Engineer A&E

Yes

Yes

Yes

Yes

Project
Engineer A&E

Yes

Yes

Yes

Yes
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3.5.1. Recording Labors and Equipment

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

e Administrator

e Construction Component Lead

e Construction Admin Staff

e Construction Contractor CDRs only
e Construction Contractor Basic

e Construction Contractor QC Manager
e Construction Contractor Manager

e Construction Operations Engineer
e Inspector

e Assistant Project Engineer

e Project Engineer

e Regional Engineer

e Inspector A&E

e Assistant Project Engineer A&E

e Project Engineer A&E

For more information on role-specific permissions, referto Table 5 — Labors/ Equipment

Permission Matrix.

Overview

The Labors/Equipment catalog acts as a database that contains a list of resources and equipment that
you can associate across various daily reports of the contract.

The Labors/Equipment form enables you to record the following information:

e Type of labor or equipment

e Hourly rate of the labor or equipment

e Move-in and move-out date of the labor or equipment
e The associated contractor or subcontractor
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Steps

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

PROJECTS PROJECTS
Q, Iypeto Search X W A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
n 0  Project Code Project Name Project Description Business Unit
G Selart Prajar -

E 4 Recent Projects

i
@

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

All Frojects

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

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

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

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

Rehabilitate Mary Gla...

Reconstructionof 12

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12 ...

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

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

Figure 165: 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  "40)=Cl Lz |AILs
Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: visw ~  fINew _FEdic [0 Delete 3 Set As Default
B o crewoissioramzm -
Hadcer 1113 schadiilal srer |
[4] T SIT-CAERFD S LSPOR 20231(1) P =

,@_ + Documents
= Ducument Sedrch
= 2rojec Resart Gallery
® Froject Calennar
— Jund Managsment
m Project “und List
m Project -und ransactior

= Funding 2ules

+ Sid tslimale Informalion

+ 3Biddirg

+ Contracts

Figure 166: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DFT2II 5
Q, ype Lo Search X v A i} Selzct Dashboard: Construction Srarus Repor ~ Mode: View - .n Newr _ﬁ' Edit ]\1[ Delete E‘,, Set As Default
I'} ST CAERFD FSLSPDR 2023 1(1) -
General Cantract
_— cntrad —
Workllsw  Aviorded,_Archived Hislore Terminal ] B0 Mg i oiues -

M) i

[ “TSIT-CAERFOFSLSPDR2023-A(N(1) & Sl

=

@ + Duewurnenls Prujust ~

® Dacumen Search
m Project Reoorl Cellery
u Praject Calendar

+ lurk Menagement

+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 167: Navigation to Contracts

4. Expand the Progress Tracking folder, and then click Labors/Equipment.
The LABORS/EQUIPMENT list page is displayed.

PROJECTS LABOR/EQUIPMENT

0\ Type o Search X v L=] Reports v ﬂr Excel Import / Export + @ More =

Labor/Equipment Type/Classification Supplemental Description Move-In Date Move-Qurt Date

O e

ﬁ SIT- CAERFO FE LSPDR 20231 «

E General Muidciyyy| B el = T |

. + Bid . O Equipment Pickup Truck Supervisor 04/30/2024
4 — Contracts ] Equipment (LA S 04/30/2024
@ — SIT- CAERFOFS LSPOR... o Equipmant Haul Truck 04/30/2024
+ Documents O Equipment Haul Truck 04/30/2024

+ Configurations ] Equipment Excavator 200G 04/30/2024

m Contract kems N D Labor Excavatar operatar 04/30/2034

— Propress Tracking a Labor Suveyor 04/30/2024

= Contractor Daily R.. ] e D6 Dozer 04/30/2024

= |nspecter Daily Re.. o Equipment Water Truck 04/30/2024

= Daly Diary O Labor Operator 2 04/30/2024

® Work Activity Tem o Lator Atz 2 04/30/2024

=+ Billings & Fayments o Labor Operator 1 04/30/2024

'K

> = Contract Modifizatio..

-0 - 30

Figure 168: List Page of Labors/Equipment Form

5. Click New.

162



Federal Highway
Administration

Construction Part A
Participant Guide

The LABORS/EQUIPMENT page is displayed.

LABOR/EQUIPMENT

[E] Save & Exit r_'ﬁ Save & Continue

@ Cancel

Labor/Equipment *: @) Labor () Equipment

Type/Classification *

Supplemental Description :

Move-In Date *:
Move-Out Date :
Hourly Rate$ :

Contractor/Sub-Contractor "

ATTACHMENTS

oL

Operator

2 a
Y

07/29/2024

None

Key Stone Limited v

0 st Jotins e

No Attachments available
Link Document Upload Document

Figure 169: Labor/Equipment Page

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

Field Name

Description

Labor/Equipment

Click the appropriate option as applicable:
e Labor: To add details of the resource.
e Equipment: To add details of the equipment.

Type/Classification

To add the type of labor or specify the classification of
equipment, perform the following steps:

1. Click -.
The Type/Classification dialog box is displayed.
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Field Name Description
Type/Classification X
Archeologist o

Asbestos Worker/Insulator
Asphalt Compactor Operator
Asphalt Paver Screed Operator
Bivlogisl

Blaster

Boilermaker

Carpenter

Cement Mason/Concrete Finisher
Common Laborer

Concreta Finishar

Dirt roller Operator

Diver

Dredging
v

My rmie
gpeog - - R

Figure 170: Type/Classification Dialog Box

If Labor is selected in the Labor/Equipment field, then
available options are resources defined in the Resource
Title catalog of the library.

If Equipment is selected in the Labor/Equipment field,
then available options are equipment defined in the
Equipment catalog of the library.

2. Click the appropriate option, and then click Select.

Supplemental Description

Enter additional description specific to the selected labor
or equipment, as applicable.

Move-In Date

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

Move-Out Date

A default value is displayed.
Optionally, select the appropriate date from the drop-down
list.

Hourly Rate $

Enter the hourly rate of the labor or equipment.

Note: Only approved rates must be added for the labor or
equipment.
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Field Name Description
Contractor/Sub- Contractor From the drop-down list, select the contractor or
subcontractor with whom the labor or equipment is
associated.

For example, Key Stone Limited.

Available options are prime contractor displayed in the
Contractors form of the contract. It also displays the active
subcontractors from the Request for Sublet Work form.

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

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

3.5.2. Creating a Work Activity Template

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

Administrator

Construction Component Lead
Construction Admin Staff
Construction Contractor CDRs only
Construction Contractor Basic
Construction Contractor QC Manager
Construction Contractor Manager
Construction Operations Engineer
Inspector

Assistant Project Engineer

Project Engineer

Regional Engineer

Inspector A&E

Assistant Project Engineer A&E
Project Engineer A&E

For more information on role-specific permissions, refer to Table 4 — Work Activity Template

0O O 0O 0o o O O o o o o o o o o

Permission Matrix.

Overview
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The Work Activity Template enables you to create templates with predefined information on contract
items, equipment and labor. This information can be reused across various daily reports.

On selecting a template during creation of daily reports, the information defined in the template are
automatically added to the work activity section of the daily report

Steps

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

PROJECTS PROJECTS
Q, Iype to Search X W oA 4 New [ workflow ~ [&] Reports ~ 8y ManageUsers  Im Mark Offline/Online ) More ~
n 0  ProjectCode Project Name Projeci Description Business Unit
Selarct Preject A
.
A Recent Projects
SIT MT NPS GLAC 14(4) 8 MT MPS- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
B 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
@ SIT MT NPS GLAC 14(4) B MT NF5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands

All Projects

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

Figure 171: 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 o Search KW A g Select Dashboard: Lisse ~  Made: visw ~  fINew _FEdic [ Delere £} Ser As Defauk

ﬂ ST -CAERIO IS L5PDR2023-11) A

Reporl Viewer

General
—— Haricier ERET] Schadilal erer |
View neport

[{14] =71 SIT- CAERFOFS LSPDR 20231(1) s =
@_ J + Dacuments
= Document Search
= Froject Resort Gallory
u Project Calencar
— lund Managzment
u Project Zund List
m Project —und Transaction
u Funding 2ulas
+ Sid bstimiale Informalion
+ sigdirg

+ Contracts

Figure 172: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DFT2II 5
Q, ype Lo Search X v A i} Selzct Dashboard: Construction Srarus Repor ~ Mode: View - .n Newr _ﬁ' Edit ]\1[ Delete E‘,, Set As Default

ﬂ ST CAERFD FSLSPDR 202

General

[ “TSIT-CAERFOFSLSPDR2023-A(N(1) &

A dod, A divud_istoric Terrvial| ] Bt [ Guld o Valuoe -

=

@ + Dowumnesnls
® Dacumen Search
= Project Resorl Gellery
u Praject Calendar
+ lurk Menagement
+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 173: Navigation to Contracts

4. Expand the Progress Tracking folder, and then click Work Activity Templates.
The WORK ACTIVITY TEMPLATES list page is displayed.

PROJECTS WORK ACTIVITY TEMPLATES
Q Type to Search X WA Li] Reports ~ [:3* Excel Import / Export ~ @ More - T
f'] ST A ERED S5 LSRR 9039 (1) O g Template Name Created By Created Date Last Modified By Last Modified Date

SIT - CAFRFD £ LSPDR 2073 1( -
General tnddy| B @ MMy | B @
D Rig Rap- Option X Rachel Resen 04/30/2024 3:00 PM Rachel Rosen 04/30/2024 3:10 PM
] — Conlracts -
D Erosion Cantral Rachel Rosen 04/30/2024 2:57 PM Rachel Rosen 04/30/2024 3:00 PM
@ — SIT- CACRFC FS LSPOR 2023-1(1)
El 403 Paving Rachel Rosen 04/30/2024 2:19 PM Rachel Rosen 04/30/2024 2:54 PM

+ Decuments
+ Configurations

= Contract kems

Progress Tracking

Contractor Dzily Recard

Inspestar Laily Record

Daily Diary

Labor/Equipment

Waork Activity Templates |

=+ Eillings & Payments
= Contract Modifications

> = Submittals

- DK 30 St

Figure 174: List Page of Work Activity Template Form

5. Click New.
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The WORK ACTIVITY TEMPLATES page is displayed.

WORK ACTIVITY TEMPLATES

[a Save & Exit m Save & Continue @ Cancel

4+ ¥

A
* .
Template Name : Crosion Control

Rd P

WORK ACTIVITY PAYITEMS

Pay ltem Number Pay ltem Description Pay Item Type

AD120 15701-0000 SOIL EROSION CONTROL
STORM WATER POLLUTION PREVENTION
AD140 15720-0000

PLAN
Co R o]
EQUIPMENT

q

Figure 175: Work Activity Templates Page

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

Field Name Description
Description Enter the description of the work activity template.
Location Enter the appropriate location.

7. To add the approved contract items to the template, in the WORK ACTIVITY PAYITEMS section
perform the following steps:

a. Click Add.
WORK ACTIVITY PAYITEMS
e T T T
AD120

15701-0000 SOIL EROSION CONTROL

AD140

STORM WATER POLLUTION PREVENTION
15720-0000 PLAN

Figure 176: Work Activity Pay Items Section
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The Approved Contract Items dialog box is displayed.

Approved Contract Items

0 selected of total 27

Line Number
ADSED
AD04D
AD063
AD080
AD140
AJ16U
AED

AD200

OO0OO0OO0O0O0O0o0OOQdys

AD260

AD2E0

M
pEpdog - - oo

Available options are the locked contract items in the contract.

Y | Pay ltem Number

187010000

15201-00C0

15301-00C0

154010000

157200000

20702 00C0

203012800

20303-1800

2E501-10C0

257010100

Y | Pay ltem Description

MOEBILIZATION

CONSTRUCT ON SURVLY AND STAK...
CONTRACTOR QUALITY CONTROL
CONTRACTOR TESTING

STORM WATER POLLUTION PREVE. .
CLEARING AND GRUBBING

REMOVAI OF STRUCTURFS AND 0.
REMOVAL OF PAVEMENT, ASPHALT ...
MECHANICALLY STABILIZED EARTH...

CONTRACTOR FURNISHED GABION...

E3 2

Figure 177: Approved Contract Iltems Dialog Box

b. Click the appropriate contract item, and then click Select.
The contract item is added to the WORK ACTIVITY PAYITEMS section.

c. Optionally, perform the following steps, as applicable:

* To edit the contract item details, perform the following steps:

i. Select the appropriate record, and then click Edit.
The Edit WORK ACTIVITY PAYITEMS dialog box is displayed.

ii. Make the necessary changes.

iii. Click Save.

* To delete the contract item, perform the following steps:

i. Select the appropriate record, and then click Delete.

The confirmation message is displayed.

ii. Click OK.

The contract item is deleted from the section.

Y | Pay ltem Type

Construction Part A
Participant Guide

X

Select All Records

T

1-27 0l 27 ilems

8. To addthe equipment to the template, in the EQUIPMENT section, perform the following steps:
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a. Click Add.

EQUIPMENT

e

e e et i

A Board-Ws5 International, Inc.-Traffi
rrow Board nternational, Inc.-Traffic y TR —
Control Deviee

Figure 178: Equipment Section

The New EQUIPMENT dialog box is displayed.
New EQUIPMENT X

Type *:  Arrow Board-VSS International, v

Number *: ‘|| |

Production Time (Hrs)
Idle Time (Hrs) :

Idle Code *:  N/A: Not Applicable w

Save Cancel

Figure 179: New Equipment Dialog Box

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

Field Name Description
Type From the drop-down list, select the appropriate
equipment.

Available options are equipment defined in the Labor/
Equipment form of the contract.

Note: In the drop-down, the equipment is hyphenated
with the name of the Contractor or Subcontractor. For
example, Haul Truck - Key Stone Limited.

Number Enter the quantity of the equipment.

Production Time (Hrs) Enter the production time in hours.

Idle Time (Hrs) Enter the time in hours that the equipment was kept
inactive.

Idle Code Enter the code that defines the reason to keep the

equipment inactive.

Available options are S: Suspended, P: No Operator, W:
No Work Available, etc.

The drop-down list displays the active idle codes with
appropriate description defined in the Idle Codes
catalog of the library.
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c. Click Save.
The equipment is added to the EQUIPMENT section.

* Optionally, perform the following steps, as applicable:
i. Toeditthe equipment details, perform the following steps:
ii. Selectthe appropriate record, and then click Edit.
The Edit EQUIPMENT dialog box is displayed.
iii.  Make the necessary changes.
iv.  Click Save.

* Todelete the equipment, perform the following steps:
i. Selectthe appropriate record, and then click Delete.
The confirmation message is displayed.
ii. Click OK.
The equipment is deleted from the section.
9. To add the labor to the template, in the LABOR section, perform the following steps:
a. Click Add.

LABOR

f

] e

1 0.00 Labar2

1 0.00 Operator 1

Lo ) oo Lo

Figure 180: Labor Section

The New LABOR dialog box is displayed.
New LABOR X

Number *: 1

Production Time (Hrs) *: 0.00

Classification : Operator 2

Save Cancel

Figure 181: New Labor dialog box

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

Field Name Description
Classification To select the labor, perform the following steps:
a. Click' .
The Select Labor Details dialog box is displayed.
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Field Name Description
Select Labor Details X
Type Y | Contractor/Sub-Contractor Y
Operator 2 Key Stone Limited :
nnnnu 40 w |items 1-10of 1items
Figure 182: Select Labor Dialog Box
Available options are labors defined in the Labor/ Equipment
form of the contract.
ii.  Clickthe appropriate labor, and click Select.
Number Enter the number of labor.
Production Time Enter the production time in hours.
(Hrs)
c. Click Save.

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

* To edit the labor details, perform the following steps:

i. Selectthe appropriate record, and then click Edit.
The Edit LABOR dialog box is displayed.
ii. Make the necessary changes.
iii. Click Save.

* Todelete the labor, perform the following steps:

i. Selectthe appropriate record, and then click Delete.

The confirmation message is displayed.

ii. Click OK.

iii. The laboris deleted from the section.

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

11. 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.

3.5.3. Contractor Daily Record

The Contractor Daily Record (CDR) form enables you to record and track the daily reports at the worksite

on a given day.

172




Federal Highway Construction Part A
Administration Participant Guide

You can record the following worksite information:

Generalinformation and weather conditions

Contractor onsite time

Critical onsite issues

A written account of events occurred at the site

Work activity, equipment, personnel, and materials used

After entering the contractor daily record, you can submit it to FHWA for approval.

If the record is not created within the timeline specified in the CDR Reminder Timeframe (hrs) field in the
CONTRACT DETAILS page, then an email notification is sent to users assigned with the following roles:

Construction Component Lead
Contract Management

Construction Contractor Manager
Construction Contractor QC Manager
Construction Contractor Lead
Construction Contractor CDRs Only

Note: The CDR Reminder Timeframe (hrs) field is displayed only if the Send Reminders for CDR check
box is selected in the CONTRACT DETAILS page.

You can perform the following tasks:

3.5.3.1. Create contractor daily record

3.5.3.3. Approve contractor daily record

3.5.3.1. Creating a Contractor Daily Record

Prerequisites

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

e Administrator

e Construction Contractor CDRs only

e Construction Contractor Basic

e Construction Component Lead

e Construction Contractor QC Manager

e Construction Contractor Manager
For more information on role-specific permissions, refer to Table 1 — Contractor Daily
Record Permission Matrix.

Overview

The CDR form enables you to record and track the day-to-day activities at the worksite.
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This form is configured for use in the mobile application. All the fields configured for the web application
are available in the mobile application. Only the users who created the record can edit or delete it.

Steps

1. Click Contract Items.
The ITEM LIST page is displayed.

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

PROJECTS PROJECT DASHEQARD  1'50J=C1 Lz lAILs

Q. Type o Scarch X W A iy Select Dashboard: Lisse ~  Made: | Visw v fINew _FEdic [ Delete %} Seras Defaul

ﬂ 51 -CAERIO TS LSPDIR2023-1(T) -

Reporl Viewer
General
EE— Hirddter 1113 schadls) amrer |
|_|i| -J-‘ SIT - CA ERFD FS LSPDR 2023-1(1) aliermates |
,@ + Dacuments
= Docurnent Search
= Froject Report Gallery
® Project Calennar
— lund Management
u Project =und Lst
w Project —und lransactior
® Funding 2ules
+ Sid stimale Informalion
+ Siddirg

+ Contracts
Figure 183: Expanding Projects Folder

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DFTAI S

¥ W A T select Dashboard: Constriction Sratis Repor | Mode: View +~ fINew _fEdit [ Delste &} Setas Default

ST CAERFDFS L3PDR 2023 1(1) -

' eport View:
E Genera
o Busir s

SNt
q Workilsw  Avarded, Ardived Hislore, Tenminal|pe] S <Solecl a Valuer -
[Jf] T SIT- CAERFO FS LSPDR 2023-1(1) (1) a Slauus: RN

@ + Doumenis Proeel il

¥ Dacument Search
= Project Report Gellery

u Project Calendar

+ lunt Management

+ Rid Fsrimate Intarmation

+ Eidding

— Conlraus

= SIT-CATREDF2 I SPDR 2023-1(1)

+ Lowuments

+ Configurations

= Conlract llems

+ Pragress Tracking

+ Bilings & Faviments
> m Contract Modifications

= Submittalz

Figure 184: Navigation to Contracts
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4. Expand the Progress Tracking folder, and then click Contractor Daily Record.
The CONTRACTOR DAILY RECORD list page is displayed.

PROJECTS

Q 1ypeto search

CONTRACTOR DAILY RECORD

X v A I workflow ~  [£] Reports + [t ExcelExport + () More ~

1 i CDR Number
DY i oeseo s pR 200 - O e
E General
(] Q0005
um' — Contracts -
=
O Q0oos
'@_ — SIT- CALRFC =5 L3PDR 2023...
O o000
+ Documents
O 00003
+ Configurations
O ooo02
= Contract lems
O 00001

— Progress Tracking

= Contractor Daily Record

= Inspector Daily Record
= Daily Biary
= Laher/Equipment
= Work Activity Templates
+ Billings & Payments
= Centract Medifications

> = Submilsls

5. Click New.

CONTRACTOR DAILY RECORD

Contractor CDR Date Reported By
MMAderyyy [
Key Stene Limited 07/01/2024
Key 5tene Limited 07/01/2024
Columbia River Contr..  05/23/2024
Asphalt LCC_Test 05/01/2024 Rache| Rosen
Key Stone Limited 01/11/2024 Rache| Rosen
Key Stone Limited 12/05/2023 Rache| Rosen

4
. a8-a0

Created By

Figure 185: List Page of the Contractor Daily Record Form

@ Cancel

<Autn Gensrateds

1 BSB2AF24C000C04

[E Save & Exit L'é Save & Continue
GENERAL INFORMATION
CDR Number :
Contract #
Location :
CDR Date *:

WEATHER CONDITIONS

Weather :
Skies :
Precipitation

Working Conditions :

01/06/2025

Clear

Clear

MNone

Geood

Notes

CONTRACTOR ONSITE TIME

R‘J Workflow ~

@ More ~

°L" select Actions ~

Created By :

Date Created

Work Shift Start
Work Shift End

Contractor .

High Temperature :
Low Temperature :
Wind

Soil :

Mike

: 01/056/2025

07:00

18:00

T

Critical/ Outstar

No

No

No

No

No

Whitaker Construction Group ...

65

42

Calm

Varies

L]
Page 1ol
&
v
W
v
y:
o1 v

Figure 186: Contractor Daily Record Page

The CONTRACTOR DAILY RECORD page displays the following information:

Section Name

Field Name

Description

GENERAL
INFORMATION

CDR Number

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

Created By

The name of the logged-in user.
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Section Name

Field Name

Description

Contract #

The value as displayed in the Contract # field of the
CONTRACT DETAILS page.

Date Created

The current date is displayed as the date of creation
of the CDR record.

Reported By

The name of the logged-in user.

Date

The current date.

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

Section Name Field Name Description

GENERAL Location Enter the location of the worksite.

INFORMATION Work Shift Start Enter the appropriate start time of the work shift.
CDR Date By default, the current date is displayed. Optionally,

from the drop-down list, select the date for which
the daily reportis being created.

Work Shift End

Enter the appropriate end time of the work shift.

Contractor

To select the contractor at the worksite, perform the
following steps:

a. Click
The Contractor dialog box is displayed.

Contractor

ARCHITECTURAL MIRROR & GLASS CO

G3 Quality, Inc.

Mid-Valley Engineering

Pacific Mountain Environmental & Construction
Padre Associates, Inc.

Specialized Pavement Markings, Inc

Structural System Solutions Inc.

Whitaker Construction Group Inc.

Figure 187: Contractor Dialog Box

40 w | items

Available options are active prime contractor
and subcontractors displayed in the
Contractors form of the contract.
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Section Name Field Name Description
b. Click the appropriate contractor, and then
click Select.
For example, Key Stone Limited.
WEATHER Weather Enter the weather metrics as recorded at the
CONDITIONS worksite.
Skies From the drop-down list, select the appropriate

option as recorded at the worksite.

Available options are Clear, Cloudy, Haze, etc. The
drop-down list displays the sky conditions defined in
the Skies catalog of the library.

Precipitation

Enter the precipitation metrics as recorded at the
worksite.

Working Conditions

From the drop-down list, select the appropriate
option as recorded at the worksite.

Available options are Good, Satisfactory,
Unsatisfactory, etc.

The drop-down list displays the working conditions
defined in the Work Condition catalog of the library.

High Temperature

Enter the highest temperature recorded at the
worksite.

Low Temperature

Enter the lowest temperature recorded at the
worksite.

Wind

From the drop-down list, select the appropriate
option as recorded at the worksite.

Available options are Breezy, Calm, Strong, etc. The
drop-down list displays the wind conditions defined
in the Wind catalog of the library.

Soil

From the drop-down list, select the appropriate
option as recorded at the worksite.

Available options are Dry, Varies, Wet, etc.
The drop-down list displays the soil conditions
defined in the Soil catalog of the library.

Notes

Enter any notes for the weather conditions at the
worksite.

the following steps:

7. Torecord the contractor onsite time details, in the CONTRACTOR ONSITE TIME section, perform
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a. Click Add.

CONTRACTOR DAILY RECORD

[a Save B Exit B Save & Continue @ Cancel m Workflow ~  °§" Select Actions ~ E] Reports

CONTRACTOR ONSITE TIME
iy

e e S

Key Stone Limited 07:00 17:00

[ [ o P

Figure 188: Contractor Onsite Time Section

The New Contractor Onsite Time dialog box is displayed.

New Contractor Onsite Time X

Contractor *:  Key Stone Limited hd
Start Time *:  07:00

End Time *:  17:00

B3 B

Figure 189: New Contractor Onsite Time

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

Field Name Description

Key Stone Limited.

Contractor From the drop-down list, select a contractor. For example,

Available options are prime contractor and subcontractors
displayed in the Contractors form of the contract.

Start Time Enter the appropriate start time of the contractor at the
worksite.
End Time Enter the appropriate end time of the contractor at the
worksite.
c. Click Save.

d. Optionally, perform the following steps, as applicable:

* To edit the onsite time, perform the following steps:
i. Selectthe appropriate record, and then click Edit.
ii.  Make the necessary changes, and then click Save.

* To delete the onsite time entry, perform the following steps:
i. Selectthe appropriate record, and then click Delete.

A confirmation message is displayed.

ii. Click OK.
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To add the work activity details of the worksite, refer to Section 3.5.3.2. Defining Work
Activities in CDR and IDR.

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

Field Name

Description

Critical/ Outstanding
Issue

Select the appropriate option.

Note:
Upon selecting Yes, the If Yes, Description field is displayed.
In the If Yes, Description field, enter the appropriate description.

Unsafe Operations

Select the appropriate option.

Note:
Upon selecting Yes, the If Yes, Description field is displayed.
In the If Yes, Description field, enter the appropriate description.

Traffic Control
Problems

Select the appropriate option.

Note:
Upon selecting Yes, the If Yes, Description field is displayed.
In the If Yes, Description field, enter the appropriate description.

Erosion Control

Select the appropriate option.

Problems

Note:

Upon selecting Yes, the If Yes, Description field is displayed.

In the If Yes, Description field, enter the appropriate description.
Accidents Select the appropriate option.

Note:
Upon selecting Yes, the If Yes, Description field is displayed.
In the If Yes, Description field, enter the appropriate description.

Deficiencies Found

Select the appropriate option.

Corrective Time
Taken (Days)

Note: Upon selecting Yes in the Deficiencies Found
field, this field is displayed.

Enter the number of days required to accomplish the deficiencies
found.
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10. In the DAILY NARRATIVE section, enter a detailed account of events that occurred at the
worksite.

CONTRACTOR DAILY RECORD

[a Save & Exit L'S Save & Continue @ Cancel E{ Workflow v  *§" Select Actions ~ E] Reports ~

: _—
Daily Narrative = | g, y .. x, <2 ]| v A &ED @.Eﬁ'. AvQr

i
1]
111
Tii
=
Il
A
il

"Times Ne.w | 12ptw

335 finishing top row of rockery wall 33+448-33+476, backfilling with class 1
riprap. 336 placing topsoil on approved slopes 34+180-34+600. 323 dressing
slopes 34+600-35+000. 349 dressing slope 36+200, excavation of plaza for pavers.
Grades given are not matching up and the front of the store and comfort station,
seems to below 3-8 em. Valley Fence setting log curb for sidewalk right side in
Chittenden parking lot, curb line was slightly adjusted for height to get a smooth
transition through the curve 269+090Rt. 408 processing going well at Frog rock
pil.

335 finishing top row of rockery wall 33+448-33+476, backfilling with class 1
riprap. 336 placing topsoil on approved slopes 34+180-34+600. 323 dressing
slopes 34+600-35+000. 349 dressing slope 36+300, excavation of plaza for pavers.

_—
QUQANarrative = | g 7 U s x, x* @l 4v A e EHvER AY O~
"Times Ne.» | 12ptr | = =

Sce QCR

=

Il
I

i
2=
i=

Figure 190: Daily Narrative Section

You can perform any of the following tasks to create and edit the daily narrative:

Note: By default, the Design mode is selected.

* Bold, italicize, underline, strike-through letters and words

* Use subscripts and superscripts

* Selectthe font and its size

* Select the font color and the background color for the content
* Insert and manage tables, and hyperlinks

* Use bullets and humbering

* Use clipboard operations to cut, copy, and paste the text

* Useindents and outdents

* Toadd HTML code, click </>HTML, and then enter the code.

* To preview the entered information, click Preview
11.Inthe QC/QA NARRATIVE section, enter a detailed account of events that occurred at the

worksite according to the QC/QA.
You can perform any of the following tasks to create and edit the narrative:
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Note:

* For WFL projects, this section will be filled out by the Construction Contractor QC Manager
role.

* Bydefault, the Design mode is selected.

* Bold, italicize, underline, strike-through letters and words

* Use subscripts and superscripts

* Selectthe font and its size

* Selectthe font color and the background color for the content
* Insertand manage tables, and hyperlinks

* Use bullets and humbering

* Use clipboard operations to cut, copy, and paste the text

* Useindents and outdents

* Toadd HTML code, click </>HTML, and then enter the code.

* To preview the entered information, click Preview

12. Select the check box adjacent to the contractor self-declaration statement to ensure all the
entered information is accurate.
Note: This check box must be selected to submit the CDR.
13.In the COMMENTS section, enter any additional notes or comments for the daily report.
14.To generate a report from the details page, perform the following:
a. Inthetoolbar, click Reports.

CONTRACTOR DAILY RECORD
[@ savesExit [ Save&Continue (%) Cancel [ workflow - L SelectActions -

GENERAL INFORMATION E!. Contractors Daily Record

Figure 191: Contractors Daily Report

b. Click Contractors Daily Report.
The CONTRACTORS DAILY REPORT page is displayed in a new tab.
15. Optionally, in the ATTACHMENTS section, upload or link related files. For information on
attachments, refer to Section 4.1. Attachments.
16. 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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3.5.3.2. Defining Work Activities in CDR and IDR
Prerequisites

e CDRorIDRrecords are available, as applicable.

e The relevant records are in the Draft workflow status.

e Based onthe work activity in CDR or IDR, the role of the logged-in user must be one of the
o following:

Administrator

Construction Contractor CDRs only
Construction Contractor Basic
Construction Engineer
Construction Operations Engineer
Inspector

Construction Component Lead
Construction Contractor QC Manager
Assistant Project Engineer

Project Engineer

Regional Engineer

Inspector A&E

Assistant Project Engineer A&E
Project Engineer A&E

Construction Contractor Manager

o O 0o 0o o o O o o o o o o o o

For more information on role-specific permissions, refer to Table 1 — Contractor Daily

Record Permission Matrix or Table 2 — Inspector Daily Record, as applicable.
Overview

You can enter the work activity details of the worksite in the WORK ACTIVITIES section of the CDR and
IDR forms.

On clicking the hyperlink in the New WORK ACTIVITIES dialog box, you are navigated to CDR
NAVIGATION PAGE or IDR NAVIGATION PAGE based on the form you are working on. In the respective
page, you can record information about the contract items, equipment, and labor.

Steps

1. Openthe CDRorIDRrecord, as applicable.
2. Inthe WORK ACTIVITIES section, click Add.
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The New WORK ACTIVITIES dialog box is displayed.

New WORK ACTIVITIES X

Work Activity Code ™: A

i Navigate to Work Activity Details

Location *: Texas

Description *:  Work Activity

(e [ e

Figure 192: New Work Activities Dialog Box

3. From the Work Activity Code drop-down list, select the appropriate work code.
Note: You cannot repeat the same Work Activity Code.

4. To add the activity details, perform the following steps, as applicable:

* To add the activity details from the template, perform the following steps:

a. Inthe Work Activity dialog box, click the Navigate to Work Activity details hyperlink.

Based on the form you are working on, either CDR NAVIGATION PAGE or IDR NAVIGATION
PAGE is displayed.

CDR NAVIGATION PAGE

[a Save & Exit @ Cancel

a
Work Activity Code
Select Work Activity from :  Zrosion Control a
Template
v
Ed
Template Name : Erosion Contral a
%

WORK ACTIVITY PAYITEMS

AD120

5
Pay Item Number Pay Item Description Pay Item Type
N

15701-0000 SOIL EROSION CONTROL

STORM WATER POLLUTION PREVENTION
AD140 15720-0000 .

4

Figure 193: CDR Navigation Page
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b. Adjacentto the Select Work Activity from Template field, click - .
The Select Work Activity Template dialog box is displayed.

Select Work Activity Template X

) a
Erosion Control
v

nn|1‘nu 40 ¥ |items 1-10of 1items

Figure 194: Select Work Activity Template Dialog Box

c. Selectthe appropriate template, and then click Select.
Available options are work activity templates defined in the Work Activity
Templates form. For more information on work activity templates, refer to
Section 3.5.2. Creating a Work Activity Template.
Upon selecting the template, information retrieved from the work activity
template is displayed in the Description, Location, WORK ACTIVITY PAYITEMS,
EQUIPMENT, and LABOR sections.

* To manually add the activity details, in the Work Activity dialog box, click the
Navigate to Work Activity details hyperlink and perform the following steps:
a. Provide the appropriate information in the fields, as described in the following table:

Field Name Description
Description Enter the description for the work activity
Location Enter the location for the work activity.

b. To add the approved contract items to the template, in the WORK ACTIVITY PAYITEMS
section, perform the following steps:
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i. Click Add.
The Approved Contract Iltems dialog box is displayed.

Approved Contract ltems X
0 selected of total 27
D Line Number Y | Pay ltem Number Y | Pay Item Description Y | Pay ltem Type T
D A5G0 157010000 MOBILIZATION N a

D AQ040 15201-00C0 CONSTRUCT ON SURVEY AND STAK... N

D AQ060 15301-00C0 CONTRACTOR QUALITY CONTROL N

D AQ08D 15401-00C0 CONTRACTOR TESTING N

D AD140 157200000 STORM WATER POLLUTION PREVE.. N

D Ad16U 20103 0Quo CLEARING AND GRUBBING N

D AN180 20301-2800 RFMOVAL OFSTRUCTURFSANDO.. N

D AJ200 20303-1800 REMOVAL OF PAVEMENT, ASPHALT... N

D AQ260 25501-10C0 MECHANICALLY STAB'LIZED EARTH... N

M AD280 257010100 CONTRACTOR FURNISHED GABION... N o
n n nﬂ ﬂ W s 1-270027 tems

Figure 195: Approved Contract Iltems Dialog Box

ii. Selectthe appropriate contractitem, and then click Select.
The contract item is added to the WORK ACTIVITY PAYITEMS section.
iii.  Optionally, perform the following steps, as applicable:
m To editthe contract item details, perform the following steps:
a) Selectthe appropriate record, and then click Edit.
The Edit WORK ACTIVITY PAYITEMS dialog box is displayed.
b) Make the necessary changes.
c) Click Save.
m To delete the contract item, perform the following steps:
a) Selectthe appropriate record, and then click Delete.
The confirmation message is displayed.
b) Click OK.
The contract item is deleted from the section.
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c. To addthe equipment to the template, in the EQUIPMENT section, perform the following
steps:
i. Click Add.
The New EQUIPMENT dialog box is displayed.
New EQUIPMENT X

Type *: crew Truck-Key Stone Limited v

Number *: 1

Production Time (Hrs) :

Idle Time (Hrs) :

*

Idle Code ":

N/A : Not Applicable V‘

En EX

Figure 196: New Equipment Dialog Box

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

Field Name Description

Type From the drop-down list, select the appropriate
equipment.

Available options are equipment defined in the
Labor/Equipment form of the contract.

Note: In the drop-down, the equipment is hyphenated
with the name of the Contractor or Subcontractor. For
example, Haul Truck - Key Stone Limited.

For more information on Labor/Equipment form, refer to
Section 3.5.1. Recording Labors and Equipment.

Number Enter the quantity of the equipment.

Production Time Enter the production time in hours.
(Hrs)

Idle Time (Hrs) Enter the number of hours the equipment was left idle.

Idle Code Enter the code that defines the reason to keep the
equipmentidle.

Available options are S: Suspended, P: No Operator, W:
No Work Available, etc.

The drop-down list displays the active codes with
appropriate description defined in the Idle Codes
catalog of the library.
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Click Save.
The equipment is added to the EQUIPMENT section.
Optionally, perform the following steps, as applicable:
m To editthe equipment details, perform the following steps:
a) Select the appropriate record, and then click Edit.
The Edit EQUIPMENT dialog box is displayed.
b) Make the necessary changes.
c) Click Save.
= To delete the equipment, perform the following steps:
a) Selectthe appropriate record, and then click Delete.
The confirmation message is displayed.
b) Click OK.
The equipment is deleted from the section.

d. To add the labor to the template, in the LABOR section, perform the following steps:

Click Add.
The New LABOR dialog box is displayed.
News LABOR X
Number *: 1
Production Time (Hrs) *: 0.q0

Classification :  Operator 2

Save Cancel

Figure 197: New Labor Dialog Box

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

Field Name Description

Classification To select the labor, perform the following
steps:

a) Click
The Select Labor Details dialog box is
displayed.

Select Lahor Details X

]

Operator 2 Kiy Stone Limited

.
ggang - -

Figure 198: Select Labor Details Dialog Box
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Field Name Description

Available options are labors defined in the
Labor/Equipment form of the contract.
For more information on Labor/Equipment
form, refer to Section 3.5.1. Recording
Labors and Equipment.

b) Selectthe appropriate labor, and click Select.

Number Enter the number of laborers.
Production Time (Hrs) Enter the production time in hours.
iii.  Click Save.

The labor is added to the LABOR section.
iv.  Optionally, perform the following steps, as applicable:
m To editthe labor details, perform the following steps:
a) Selectthe appropriate record, and then click Edit.
The Edit LABOR dialog box is displayed.
b) Make the necessary changes.
c) Click Save.
m To delete the labor, perform the following steps:
a) Selectthe appropriate record, and then click Delete.
The confirmation message is displayed.
b) Click OK.
The labor is deleted from the section.

5. Optionally, perform the following steps, as applicable:

* To edit the work activity details, in the WORK ACTIVITIES section, perform the following steps:
a. Selectthe appropriate record, and then click Edit.
The Edit WORK ACTIVITIES dialog box is displayed.
Edit WORK ACTIVITIES x

Work Activity Code *:  p v

: Navigate to Work Activity Details

Location *: Texas

Description *: | Work Activity

E3 B

Figure 199: Edit Work Activities Dialog Box
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b. Make the necessary changes, and then click Save.

c. Alternatively, click the Navigate to Work Activity Details hyperlink corresponding to the
appropriate Work Activity Code from the WORK ACTIVITIES section, and make the
necessary changes.

To delete the work activity details, in the WORK ACTIVITIES section, perform the following
steps:
a. Selectthe appropriate record, and then click Delete.
A confirmation message is displayed.
b. Click OK.

6. Click Save & Exit.
The New WORK ACTIVITIES dialog box is displayed.
7. Click Save.

3.5.3.3. Approving a Contractor Daily Record

Prerequisites

Based on the workflow status of the record, the role of the logged-in user should be one of the following:

Overview

Administrator

Construction Component Lead
Construction Contractor Manager
Construction Contractor QC Manager
Construction Contractor Lead
Construction Contractor CDRs Only
Project Engineer

Assistant Project Engineer

Project Engineer A&E

Assistant Project Engineer A&E

This section explains the positive and forward workflow actions to reach the Approved workflow status.
To move a Contract Daily Record in a regular construction contract through the defined workflow,
perform the following steps:
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Steps

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

PROJECTS PROJECTS
Q Type to Search X VA .|r,:| New [ Workflow - EI Reports - fb Manage Users g Mark Offline/Online @ More ~
n (1] Project Code Project Name Praject Descriptian Business Unit
4 Selact Preject -

E A Recent Projects

SIT - CAERFO FSLSPDR 2023-1(1)

el
&

All Projects

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

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

SITMT NPS GLAC 14(4) & MT NPS GLACIER

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

Rehabilitare Many Gla...

Reconstructionof 12...

Reconstruction of 12 ...

Reconstruction of 12 .

Reconstruction of 12 ..

Western Federal Lands

Western Federal Lands

Western Federal Lands

‘Western Federal Lands

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

Figure 200: Navigation to Projects Module

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

PROJECTS PROJECT DASHEDARD  1PH0J=C1 L= 1AILS

Q, Type toscarch X v oA Made: | iz ~  fINew _FEdit [ Delete %} SerAs Default

Uil “71 SIT - CA ERFO FS LSPDR 2023-1(1)

dig Select Dashboard: Lis s ~

-CAERIO IS L5

11 e

General

Firdder sehadils emer

|

aherrates ‘:|
ﬁ} + Doruments

Document Search

Projoct Reoort Gallory

Project Calennar

— lund Management
m Projecr Sund st
= Project —und lransaclicr
= Funding Aules
+ Bid cstimale Informalion
+ Biddirg

+ Contracts

Figure 201: Expanding Projects Folder
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4. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

ﬂ SIT CAERFD FS LSFDR 2023 1(1)

uju "1 SIT - CA ERFO FS LSPDR 2023-1({1) (1} -

PROJECTS

General

@ + Dowumnesnls

® Dacumen Search

= Project Reoort Gellery

u Projert Calendar

+ lurk Menagement

+ Pid Fstimate Intormarion

+ EBidding

PROJECT DASHBOARD  PROJFCT DFTAIS
X v A i} Select Dashboard: | Construction Srats Report v Mode: View ~ .F] Newr _ﬁ Edit ﬁl Delete §’° Set As Default
'
Cantract

Slalus:

Prujuel

— SIT-CATRFDFS

= Conlracts

SPOR P003-1(1)

+ Dotuments

+ Canfigurations

m Conlracl llems

+ Progress Tracking

+ Billings & Peavinents

> m Cantract Moaiications

= Submttals

Figure 202: Navigation to Contracts

5. To approve the Contractor Daily Record record, perform the following steps:

Phase | Role Workflow Steps
1 e Administrator Note: To move the Contractor Daily Record to
e Construction the Pending Review workflow status, ensure
Component the contractor's declaration in the CDR record is
Lead selected.
e Construction
Contractor a. Inthe list page, select the appropriate record that is
Manager in the Draft workflow status, and then click Select Actions.
e Construction
CONTRACTOR DAILY RECORD
. 0  cDRNumbe fontractor CDR Date
e Construction | B
Contractor Lead v 00001 :  KeysStone Limited 07/29/2024
e Construction
Contractor Figure 203: Workflow Action — Submit
CDRs Only b. Click Submit, and in the Masterworks dialog box, click OK.
The workflow status of the record is set to Pending Review.
2 e Administrator a. Inthe list page, select the appropriate record thatis in the
e Project Engineer Pending Review workflow status, and then click Select
e Assistant Project Actions.
Engineer
e Project Engineer
A&E
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Assistant Project

Engineer A&E

CONTRACTOR DAILY RECORD

J e m M T|HE @ o
0  CDR Numbe ntractor
|
Re-draft
00001 2y Stone Limited

Figure 204: Workflow Action — Approve

b. Click Approve, and in the Masterworks dialog box, click OK.
The workflow status of the record is set to Approved.

3.5.3.4. Contractor Daily Record Workflow Status

Based on the Solicitation Procedure displayed in the CONTRACT DETAILS page, this section provides
the workflow actions and status (current and subsequent status) of the Contract Daily Record.

For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status

Transitions.

Table 13: Contract Daily Report Workflow Status — Regular Construction Contracts

Phase | Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
1 Draft e Administrator | Submit Pending Review | Note:
e Construction Ensure the
Component selected
Lead contractor
e Construction is active in
Contractor the Request
Manager for Sublet
e Construction Work form.
Contractor
QC Manager e Tomove
e Construction the
Contractor Contractor
Lead Daily
e Construction Record to
Contractor the
CDRs Only Pending
Review
workflow
status,
ensure the
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contractor
declaration
check box
in the
Contractor
Daily
Record is
selected.
e Oncethe
record is
moved to
the
Pending
Review
workflow
status, you
cannot
delete it or
edit any of
its fields.
2 Pending Review e Administrator | Approve Approved -
e Project Re-draft draft -
Engineer
e Assistant
Project
Engineer
e Project
Engineer A&E
e Assistant
Project
Engineer A&E
Table 14: Contract Daily Report Workflow Status — D-B and Letter Contracts
Phase | Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
1 Draft e Administrator | Submit for Pending for QC Note:
e Construction | QC Review Review Ensure the
Component selected
Lead contractor
e Construction is active in
Contractor the Request
Manager for Sublet
Work form.
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Construction

Contractor e Tomove
QC Manager the
e Construction Contractor
Contractor Daily
Lead Record to
e Construction the
Contractor Pending
CDRs Only for QC
Review
workflow
status,
ensure the
contractor
declaration
check box
in the
Contractor
Daily
Record is
selected.
e Oncethe
record is
moved to
the
Pending
for QC
Review
workflow
status, you
cannot
delete it or
edit any of
its fields.
Re-draft Draft -
2 Pending Review e Administrator | Approve Approved -
e Project Re-draft Draft -
Engineer
e Assistant
Project
Engineer
e Project
Engineer A&E
e Assistant
Project
Engineer A&E
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3.5.4. Inspector Daily Record

The Inspector Daily Record (IDR) form enables you to record and track the daily reports at the worksite
on a given day.

You can record the following worksite information:

e Generalinformation and weather conditions

e Contractor's onsite time

e Critical onsite issues

e Awritten account of events occurred at the site

e Work activity, equipment, personnel, and materials used

After entering the inspector daily record, you can submit it to FHWA for approval.
If the record is not created within the timeline specified in the IDR Reminder Timeframe (hrs)
field in the CONTRACT DETAILS page, then an email notification is sent to users assigned with
the following roles:

e LeadInspector

e Inspector

e Inspector A&E

Note: The IDR Reminder Timeframe (hrs) field is displayed only if the Send Reminders for IDR check
box is selected in the CONTRACT DETAILS page.

You can perform the following tasks:

e 3.5.4.1. Create inspector daily record

e 3.5.4.2. Approve inspector daily record

3.5.4.1. Creating an Inspector Daily Record
Prerequisites
e Therole of the logged-in user must be one of the following:

Administrator

Construction Component Lead
Construction Engineer
Construction Operations Engineer
Inspector

Assistant Project Engineer

Project Engineer

Regional Engineer

Inspector A&E

Assistant Project Engineer A&E

0O O O 0O O 0O O o o o
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o Project Engineer A&E
For more information on role-specific permissions, refer to Table 2 — Inspector Daily Record

Permission Matrix.

Overview
You can record and track the day to day activities at the worksite.

This form is configured for use in the mobile application. All the fields configured for the web application
are available in the mobile application. Only the users who created the record can edit or delete it.

Steps

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

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

All Projects

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

Figure 205: 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

IY s caemorsisrorama - e -
General
EE— radder  [1143 schadila) srer | |

A1 T SIT- CA ERFD 75 LSPDR 2023-1(1) I =

& + Nacuments

Ducument Search

Eroject Resort Gallery

Project Calencar

= lund Managzmenl
m Project Zund List
m Project -und Transactior
= Funding 2ules
+ sid kslimale Informalion
+ ziddirg

+ Contracts

Figure 206: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DFT2II 5
Q, ype Lo Search X v A i} Selzct Dashboard: Construction Srarus Repor ~ Mode: View - .‘,"] Newr _ﬁ' Edit ]\1[ Delete E‘,, Set As Default

m ST CAERFD FSLSPDR 2023 1(1) -

Seneral
—_— Centract S
. Terminal ] BHENESE g Values POl iow Moporl

b Workdluw  Aviardod, Arclived Risloric et
[Ji] T SIT- CAERFOFS LSPDR 2023-1(1) (1) a slalus: M0 e
@ + Dewumens Prujet ﬂ

® Dacumen Search

= Project Resorl Gellery

u Praject Calendar

+ lurk Menagement

+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 207: Navigation to Contracts

4. Expand the Progress Tracking folder, and then click Inspector Daily Record.

The INSPECTOR DAILY RECORD list page is displayed.

PROJECTS INSPECTOR DAILY RECORD
C‘\ Type to Search X v oA New ﬂ_'l Workflow - E] Reports ~ E}T Excel Export - @ More ~
I;] ~ o PR D g IDR Number Contractor IDR Date
SIT - CA ERFO 75 LSPDR 2023-1(1) -

MW/ddryyy| Eor
& General
O 00001 Key Stone Limited 07/29/2024

g tl -
DE = Contracts
{2t — SIT- CACRFO 5 LSPDR 2023-..

+ Documents

=+ Conligurations

Contract ltems
— Progress Tracking

= Coniraclar Daily Recard

= Inspecter Daily Record

® Daily Diary
= Labor/Fquipment
= Work Activity Templates

+ Billings & Payments

Contracr Madificarions <

. aaag

Figure 208: List Page of Inspector Daily Record

> = Submittals
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5. Click New.

INSPECTOR DAILY RECORD

[a Save & Exit I_'& Save & Continue

GENERAL INFORMATION

IDR
Contract Code
Location :

IDR Date ":

WEATHER CONDITIONS

Weather :
Skies :

Precipitation :

Working Condition :  Co

Notes :

CONTRACTOR ONSITE TIME

@ Cancel

& Workflow =

1 <Auto Generateds

T 6UBZARZ4C000004

077292024

Clear

Claar v

*L" salect Actions *

Ié] Reports -

Created By :

Date Created

Work 5hift Start ;07
Work ShiftEnd : 77
Cantractor *:

Inspector :

High Temperature :
Low Temperature :
Wind

Sail

Construction Part A
Participant Guide

Mike

L 0742872024

:00
e}
Key Stone Limited ~

Rachel Rosen v

BS
42
Calm v

Varies hd

< —— »

Figure 209: Inspector Daily Record Page

The INSPECTOR DAILY RECORD page displays the following information:

Section Name Field Name Description

GENERAL IDR Number On saving the record, a unique identification code for
INFORMATION the IDR is automatically generated.

GENERAL Contract # The value as displayed in the Contract # field of the
INFORMATION CONTRACT DETAILS page.

GENERAL Date Created The current date is considered as the daily report
INFORMATION creation date.

COMMENTS Reported By The name of the logged-in user.

COMMENTS Date The current date.

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

Section Name Field Name Description
GENERAL Created By By default, the name of the logged-in user is
INFORMATION displayed.
Optionally, enter the appropriate name.
GENERAL Work Shift Start Enter the appropriate start time of the work shift.
INFORMATION
GENERAL Location Enter the location of the worksite.
INFORMATION
GENERAL IDR Date By default, the current date is displayed. Optionally,
INFORMATION from the drop-down list, select the date for which
the daily reportis being created.
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Section Name

Field Name

Description

GENERAL
INFORMATION

Work Shift End

Enter the appropriate end time of the work shift.

GENERAL
INFORMATION

Contractor

To select the contractor at the worksite, perform the
following steps:

b. Click
The Contractor dialog box is displayed.

Contractor

ARCHITECTURAL MIRROR & GLASS CO

G3 Quiality, Inc.

Mid-Valley Engineering

Pacific Mountain Environmental & Construction
Padre Associates, Inc.

Specialized Pavement Markings, Inc

Structural System Solutions Inc.

Whitaker Construction Group Inc.

Figure 210: Contractor Dialog Box

40 w | items

Available options are active prime contractor
and subcontractors displayed in the
Contractors form of the contract.

c. Clickthe appropriate contractor, and then
click Select.
For example, Key Stone Limited.

GENERAL
INFORMATION

Inspector

From the drop-down list, select the name of the
inspector.

Available options are users invited to the contractor
with the Inspector role.

WEATHER
CONDITIONS

Weather

Enter the weather metrics as recorded at the
worksite.

WEATHER
CONDITIONS

Skies

From the drop-down list, select the appropriate
option as recorded at the worksite.

Available options are Clear, Cloudy, Haze, etc. The
drop-down list displays the sky conditions defined in
the Skies catalog of the library.

WEATHER
CONDITIONS

Precipitation

Enter the precipitation metrics as recorded at the
worksite.
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Section Name Field Name Description
WEATHER Working Conditions From the drop-down list, select the appropriate
CONDITIONS option as recorded at the worksite.

Available options are Good, Satisfactory,
Unsatisfactory, etc.

The drop-down list displays the working conditions
defined in the Work Condition catalog of the library.

WEATHER High Temperature Enter the highest temperature recorded at the
CONDITIONS worksite.

WEATHER Low Temperature Enter the lowest temperature recorded at the
CONDITIONS worksite.

WEATHER Wind From the drop-down list, select the appropriate
CONDITIONS option as recorded at the worksite.

Available options are Breezy, Calm, Strong, etc. The
drop-down list displays the wind conditions defined
in the Wind catalog of the library.

WEATHER Soil From the drop-down list, select the appropriate
CONDITIONS option as recorded at the worksite.

Available options are Dry, Varies, Wet, etc.
The drop-down list displays the soil conditions
defined in the Soil catalog of the library.

WEATHER Notes Enter any notes for the weather conditions at the
CONDITIONS worksite.

7. Torecord the contractor onsite time details, in the CONTRACTOR ONSITE TIME section, perform the
following steps:
a. Click Add.

CONTRACTOR DAILY RECORD

[a Save B Exit B Save & Continue @ Cancel M Workflow ~  °§" Select Actions ~ |£| Reports ~

CONTRACTOR ONSITE TIME

L

S

Key Stone Limited 07:00 17:00

[ oo ][ e J ociee

Figure 211: Contractor Onsite Time Section
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The New Contractor Onsite Time dialog box is displayed.

New Contractor Onsite Time X

Contractor *:  Key Stone Limited Y

Start Time *: | 07:00

End Time *:  17:00

(e oo

Figure 212: New Contractor Onsite Time

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

Field Name Description

Contractor From the drop-down list, select a contractor. For
example, Key Stone Limited.

Available options are prime contractor and
subcontractors displayed in the Contractors form of
the contract.

Start Time Enter the appropriate start time of the contractor at
the worksite.
End Time Enter the appropriate end time of the contractor at

the worksite.

c. Click Save.
d. Optionally, perform the following steps, as applicable:
* To edit the onsite time, perform the following steps:
iii.  Selectthe appropriate record, and then click Edit.
iv.  Make the necessary changes, and then click Save.
* To delete the onsite time entry, perform the following steps:
iii.  Selectthe appropriate record, and then click Delete.
A confirmation message is displayed.
iv.  Click OK.

8. To add the work activity details of the worksite, refer to Section 3.5.3.2. Defining Work Activities in
CDR and IDR.
9. Provide the appropriate information in the fields, as described in the following table:

Field Name Description

Critical/ Outstanding Select the appropriate option.

Issue
Note:
Upon selecting Yes, the If Yes, Description field is
displayed.
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Field Name

Description

In the If Yes, Description field, enter the appropriate
description.

Unsafe Operations

Select the appropriate option.

Note:

Upon selecting Yes, the If Yes, Description field is
displayed.

In the If Yes, Description field, enter the appropriate
description.

Traffic Control
Problems

Select the appropriate option.

Note:

Upon selecting Yes, the If Yes, Description field is
displayed.

In the If Yes, Description field, enter the appropriate
description.

Erosion Control
Problems

Select the appropriate option.

Note:

Upon selecting Yes, the If Yes, Description field is
displayed.

In the If Yes, Description field, enter the appropriate
description.

Accidents

Select the appropriate option.

Note:

Upon selecting Yes, the If Yes, Description field is
displayed.

In the If Yes, Description field, enter the appropriate
description.

Deficiencies Found

Select the appropriate option.

Corrective Time Taken
(Days)

Note: Upon selecting Yes in the Deficiencies Found
field, this field is displayed.

Enter the number of days required to accomplish the
deficiencies found.
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10. In the QA NARRATIVE REPORT section, enter a detailed account of events that occurred at the
worksite according to the QA.

INSPECTOR DAILY RECORD

[@ save & Exit [@ Save&Continue (&) Cancel [#] Workflow ~ 1" Select Actions ~  [#] Reports =

QA NARRATIVE REPORT

B I Uasnx, * [ v ) Bvi@AvOr

"Times Ne..¥ | 12ptv

Conducted a routine nspection of the premises as parl ol the compliance audil. The [acilily appeared (o be in
satisfactory condition with no major infractions noted.

COMMENTS

i

BI Uasx, x> B/ o B EEA-O

"Times Ne.» | 12ptv | =

11
i
3
Il
il
i

Figure 213: QA Narrative Report Section

You can perform any of the following tasks to create and edit the daily narrative:

Note: By default, the Design mode is selected.

* Bold, italicize, underline, strike-through letters and words

* Use subscripts and superscripts

* Selectthe font and its size

* Selectthe font color and the background color for the content
* Insert and manage tables, and hyperlinks

* Use bullets and humbering

* Use clipboard operations to cut, copy, and paste the text

* Useindents and outdents

* Toadd HTML code, click </>HTML, and then enter the code.

* To preview the entered information, click Preview
11.In the COMMENTS section, enter a detailed account of events that occurred at the worksite.

You can perform any of the following tasks to enter comments:
Note: By default, the Design mode is selected.
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Bold, italicize, underline, strike-through letters and words

Use subscripts and superscripts

Select the font and its size

Select the font color and the background color for the content
Insert and manage tables, and hyperlinks

Use bullets and numbering

Use clipboard operations to cut, copy, and paste the text

Use indents and outdents

To add HTML code, click </> HTML, and then enter the code.

To preview the entered information, click Preview

12.To generate a report from the details page, perform the following:

a.

In the toolbar, click Reports.

INSPECTOR DAILY RECORD

[@ soveaExit [ Soveacontinue () Cancel  [8] Workflow »  °§* Select Actions 5] Reports -
GENERAL INFORMATION [ Inspectors Daily Record

Figure 214: Inspectors Daily Report

b. Click Inspector Daily Report.

The INSPECTORS DAILY REPORT page is displayed in a new tab.

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

14. 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.

3.5.4.2. Approving an Inspector Daily Record

Prerequisites

Based on the workflow status of the record, the role of the logged-in user should be one of the following:

Administrator

Construction Component Lead

Regional Engineer

Project Engineer

Assistant Project Engineer
Project Engineer A&E
Assistant Project Engineer A&E

Lead Inspector

Inspector

Inspector A&E
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e Construction Operations Engineer
Overview

This section explains the positive and forward workflow actions to reach the Approved
workflow status. To move an Inspector Daily 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, Type to Search ®| W A 4 New [B workflow -  [d Reports - 8y Manage Users P Mark Offline/Online () More -
n 1] Project Code Project Name Project Descriptian Business Unit
g Select Project - -
T T T T
E A Recent Projects . . . -
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
mﬂ SIT - CAERFQ FS LSPDR 2023-1(1)
SIT T NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla..  Reconstructionof 12 Western Federal Lands
@ SIT 1T NPS GLAC 14(4) & MT NPS GLACIER ... Rehabhilitate Many Gla... Reconstructionof 12...  Western Federal Lands

All Projects

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

Figure 215: Navigation to Projects Module

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

PROJECTS PROJECT DASHEDARD  1'40J=C1 Lz IAILS

Q, Type o Search X W A iy Select Dashboard: Lissc ~  Made: | Visw ~  4lNew _FEdit T Delete % Set As Defaulr

I S Gemors oz - Raport Viewer A
General
EEE— rudder [ 1123 schadula rrer | |

34 Tl SIT - CA ERFD 75 LSPDR 2023 1(1) . [l
& + Daruments
= Document Search
= Froject Report Gallory
® Project Calencar
= lurd Wanagemenl
m Project Sund List
w Project —und Transaction
= Funding 2ules
+ Sid sstmale Informalion
+ Biddirg

+ Contracts

Figure 216: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DFTAI S

Q, ype Lo Search X W A T selectDashboard: | Construcrion Sratis Report v Mode: View ~| fiWew _fEdit Tl Delete &} SetAs Default
Q S A ERFO FS LSPOR 202 ) -
General Cantract
- cntrac i
. Werkllow vl B g s i -
[ TVSIT-CAERFOFSLSPORZ023-U(D(1) = Slalus: :
& 4 Dewments Project ¥

® Dacumen Search

m Project Reoorl Cellery
u Praject Calendar

+ lurk Menagement

+ Pid Fstimate Intormarion

+ EBidding
= Conlracts
— SIT-CATRFD FR [ 5FDR 2023-1(1)
+ Dutumernts
+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 217: Navigation to Contracts

4. Expand the Progress Tracking folder, and then click Inspector Daily Record.
The INSPECTOR DAILY RECORD list page is displayed.
5. To approve the Inspector Daily Record, perform the following steps:

Phase | Role Workflow Steps
1 e Administrator a. Inthe list page, select the appropriate record that is
e Construction in the Draft workflow status, and then click Select Actions.
Component
Lead INSPECTOR DAILY RECORD
e Regional © View B Workflow ~ | *" Select Actions ~ | [4]
Engineer J  IDR Number Contractor e
e Project Engineer —
e Assistant Project _ vy B
Engineer 00001 :  KeyStone Limited 07/29/2024
e Project Engineer
A&E Figure 218: Workflow Action — Submit
e Assistant Project | b. Click Submit, and in the Masterworks dialog box, click OK.
Engineer A&E Based on the role assigned to the user, the workflow status
e LeadInspector of the record is set to either of the following:
e Inspector
e Inspector A&E * Ifthe useris assigned with the Project Engineer role,

the workflow status of the record is set to Approved.

* Ifthe useris assigned any other roles except the
Project Engineerrole, the workflow status of the
record is set to Pending Review.

2 ° a. Inthe list page, select the appropriate record thatis in the
e Administrator Pending Review workflow status, and then click Select
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e Construction Actions.
Com pone nt INSPECTOR DAILY RECORD
Lead ©® View B workflow ~ | °§" select Actions ~ | [4]
e Regional O &
Y  IDR Number Contractor -
Engineer Y 0
e Project Engineer u Rearart 7 B B
o Project Engineer 00002 {  KeyStonelimited 24
A&E O 00001 Key Stone Limited 07/29/2024
¢ COI’]StI’FICtIOI’] Figure 219: Workflow Action - Submit
Operations
Engineer b. Click Submit, and in the Masterworks dialog box, click OK.
Based on the role assigned to the user, the workflow status
of the record is set to either of the following:
* Ifthe useris assigned with the Project Engineer A&E
role, the workflow status of the record is set to
Pending FHWA Review.
* Ifthe useris assigned any other roles except the
Project Engineer A&E role, the workflow status of the
record is set to Approved.
3 e Administrator a. Inthe list page, select the appropriate record that is
e Project Engineer in the Pending FHWA Review workflow status, and
e Construction then click Select Actions.
Ope rations INSPECTOR DAILY RECORD
Engineer © View B workflow ~ | *§°* select Actions ~ | [4]
[J @ IDRNumber Contractor
Approve
00002 ¢ KeyStone Limited 07/30/2024
D 00001 Key Stone Limited 07/29/2024

Figure 220: Workflow Action — Approve

b. Click Approve, and in the Masterworks dialog box, click OK.
The workflow status of the record is set to Approved.

3.5.4.3. Inspector Daily Record Workflow Status

The following table provides the workflow actions and status (current and subsequent status) of the
Inspector Daily Record.

For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status

Transitions.
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Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
1 Draft e Administrator | Submit Pending Review | Note:
e Construction Ensure the
Component selected
Lead contractor
e Regional is active in
Engineer the Request
e Project for Sublet
Engineer Work form.
e Assistant
Project o [fthe user
Engineer is assigned
e Project any other
Engineer A&E roles
o Assistant except the
Project Project
Engineer A&E Engineer
e Lead role, then
Inspector the
e Inspector workflow
e |nspector status of
A&E jche record
is setto
Pending
Review.

e Oncethe
record is
moved to
the
Pending
Review
workflow
status, you
cannot
delete it or
edit any of
its fields.

1 Draft e Administrator | Submit Approved If the useris
e Construction assigned with the
Component Project Engineer
Lead role, then the
e Regional workflow status of
Engineer the record is set
to Approved.
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Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status

e Project
Engineer

e Assistant
Project
Engineer

e Project
Engineer A&E

e Assistant
Project
Engineer A&E

e Lead
Inspector

e Inspector

e |nspector
A&E

2 Pending Review e Administrator | Submit Pending FHWA e [fthe user

e Construction Review is assigned
Component with the
Lead Project

e Regional Engineer
Engineer A&E role,

e Project then the
Engineer workflow

e Project status of
Engineer A&E the record

e Construction is set to
Operations Pending
Engineer FHWA.

e Oncethe
record is
moved to
the
Pending
FHWA
Review
workflow
status, you
cannot
delete it or
edit any of
its fields.

2 Pending Review e Administrator | Submit Approved If the user is
assigned any
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Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
e Construction other roles except
Component the Project
Lead Engineer A&E role,
e Regional then the workflow
Engineer status of the
e Project record is set to
Engineer Approved.
e Project Re-draft Draft -
Engineer A&E
e Construction
Operations
Engineer
3 Pending FHWA e Administrator | Approve Approved -
Review e Project
Engineer
e Construction
Operations
Engineer

3.5.5. Daily Diary

The Daily Diary enables you to record and track the daily summaries of the construction-related activities
in the project.
You can record the following information:

e Weather conditions at the worksite

e Keywords pertaining to the daily summary

e Awritten account of the events that occurred at the worksite
e Detailed notes about specific categories

e The work hours of the project onsite staff

You can perform the following tasks:

e 3.5.5.1. Create daily diary
e 3.5.5.2. Approve daily diary record
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3.5.5.1. Creating a Daily Diary Record
Prerequisites
The role of the logged-in user must be one of the following:

e Administrator
e Construction Component Lead
e Construction Engineer
e Highway Construction Manager/QAQC
e Construction Operations Engineer
e |nspector
e Assistant Project Engineer
e Project Engineer
e Regional Engineer
e Inspector A&E
e Assistant Project Engineer A&E
e Project Engineer A&E
For more information on role-specific permissions, refer to Table 3 — Daily Diary Permission

Matrix.
Overview

You can record and track the daily summaries of the construction activities.

This form is configured for use in the mobile application. All the fields configured for the web
application are available in the mobile application. Only the users who created the record can
edit or delete it. Additionally, only users assigned with the Project Engineer role can view the
records created by other users.

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 ~ [5] Reports + 8y Manage Users P Mark Offine/Online &) More ~
i.] ol §  Project Code Project Name Project Description Business Unit
selact Projec hd
T T T T
E A Recent Projects - . . -
SIT MT NPS GLAC 14(4) & MT NP5- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
i3] 5IT - 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 MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Mary Gla.. Recanstructionof 12 ... Western Faderal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands

Figure 221: 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  140)=C1 Uz /LS
Q, Type o Search X W A iy Select Dashboard: Lissc ~  Made: | Visw ~  4lNew _FEdit T Delete % Set As Defaulr
ﬂ 511 - CAERIO |5 L5PDI> 2023-1(1) -

Reporl Viewer

General
EEE— Firddter 1113 schadils) amrer |
View Raport

[4] T SIT-CAERFD F5 LSPDR 2023.1(1) alternates =

,@ + Daruments

Ducuiment Search

Frojec: Resort Sallery

Project Calennar

— lund Management
m Project Sund List
w Project —und ransactior
® Funding 2wles
+ Sid sstimale Informalion
+ Biddirg

+ Contracts
Figure 222: Expanding Projects Folder

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHROARD  PROJFCT DFTAIL S
Q iy X W A T select Dashboard: Constricrion Sratis Repor | Mode: View +~  JfINew _fEdit [0 Delste &} Setas Default
Y |57 caerroFs LspoR 2023 10) -

| 2

[Jff] “SIT-CAERFOFSLSPDR2023-1(1)(1) =

@ + Decumenis
& Dacument Search
= Froject Reoorl Gallery
» Project Calendar
+ lunt Management
+ Rid Fstimarz Intormarion

+ Eidding

= Conlracts

— SIT- CATRFQF2 [ 5PDR 7023-1(1)

+ Dotuments

+ Contgurarons

= Conlracl ems

+ Progress T-acking

+ Billings & Caviments
> m Contract Moditications

= Submittalz

Figure 223: Navigation to Contracts

4. Expand the Progress Tracking folder, and then click Daily Diary.

212



Federal Highway Construction Part A
Administration Participant Guide

The DAILY DIARY list page is displayed.

PROJECTS DAILY DIARY
Q Type ra Search HOW A & warkflow ~ E] Reparts « [:if Exeal Export ~ @ More ~
m O g Project Code Project Name Contract # Record Date Creared On
SIT- CAFRFQ FS LSPDR 20231
T T hd  vrddnyy B Rl wvie 55 @ R
seneral k4 kd &d w & R il
D SIT-CAERFO FS L. SIT - Black Mountain R... ©982AF24C000004 07/30/2024 07/30/2024 2:56 AM
golg )
il — SIT-CATRFOFS1SPDL..

‘m’ + Documents

+ Configurations

® Contract lkems

— Pragress Tracking
= Contractor Daily .
= Inspector Daily R..
= Lebor/Equipment
u Waork Activity Te.

+ Billings & Payments

= Conrract Moditicatia...

= Submiltels 4

> n Contract Reporr Gall.. = unmun

Figure 224: List Page of Daily Diary Form

5. Click New.

DAILY DIARY

m Save & Exit ['I; Save & Continue ® Cancel 3'_'[ Workflow ~ "L Select Actions ~

Project Code : 5I1 - CAERFC FS LSPDR 2043-1(1) Contract# . 0S82AFR240000004 -
(1
Record Date : 0//30/2024
Project Name : 5II - Black Mountain Road
WEATHER CONDITIONS
Weather *:  Good High Temperature o5
Precipitation "1 ok Low Temperature ™t 15
Wind : calm ~
Soil : varies g
KEYWORDS
v,
&4
NARRATIVE”
B I Uzex, X[l v+ |e0cd &fvﬁﬁ‘. Av Qv| "Times Ne.»
Progress meeting today. See meeting notes.
Craig “radar” from [IK was onsite today.
I spoke with Doug from Guinett. He was asking about how high the masonrv needs o go below the weep holes at
the concrete wall for the plazo und how should the venire be attached (o the concrele wall, 1said 1 would gel some
.

clarification to HK.
<
Figure 225: Daily Diary Page

The DAILY DIARY page displays the following information:

Field Name Description
Project Code The project code as defined for the project.
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Field Name Description

Field Name Description

Project Name The name of the project.

Contract # The value as displayed in the Contract # field of the CONTRACT
DETAILS page.

Prepared By The name of the logged-in user.

Prepared On The current date is considered as the daily report creation date.

Reviewed By Once the record is approved, the name of the reviewer is displayed.

None Once the record is approved, the date on which the record is
reviewed is displayed.

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

Field Name Description

Weather Enter the weather metrics as recorded at the worksite.
Precipitation Enter the precipitation metrics as recorded at the worksite.

High Temperature Enter the highest temperature recorded at the worksite.

Low Temperature Enter the lowest temperature recorded at the worksite.

Wind From the drop-down list, select the appropriate option as recorded

at the worksite.

Available options are Breezy, Calm, Strong, etc.

The drop-down list displays the conditions defined in the

Wind catalog of the library.

Soil From the drop-down list, select the appropriate option as recorded
at the worksite.

Available options are Dry, Varies, Wet, etc.

The drop-down list displays the soil conditions defined in the

Soil catalog of the library.

7. Inthe KEYWORDS section, enter any keywords pertaining to the daily summary.

8. Inthe NARRATIVE section, enter a detailed account of events that occurred at the worksite.
You can perform any of the following tasks to create and edit the daily narrative:
Note: By default, the Design mode is selected.

* Bold, italicize, underline, strike-through letters and words

* Use subscripts and superscripts

* Selectthe font and its size

* Selectthe font color and the background color for the content
* Insert and manage tables, and hyperlinks

* Use bullets and humbering

* Use clipboard operations to cut, copy, and paste the text

* Useindents and outdents

* Toadd HTML code, click </> HTML, and then enter the code.
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* To preview the entered information, click Preview
9. To add notes specific to certain category, in the SPECIFIC NOTES section, perform the following
steps:
a. Click Add.

DAILY DIARY

[@ save & exit [@ save&continue &) cancel [ workflow ~ "§° Select Actions ~

SPECIFIC NOTES

e ™

Ma requirement of additional area clearing General Comments

Figure 226: Specific Notes Section

The New Specific Notes dialog box is displayed.

New Specific Notes X

Notes *: No requirement of additional area
clearing
4

Category *: General Comments

Save Cancel

Figure 227:New Specific Notes Dialog Box

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

Field Name Description
Category To select a category, perform the following steps:
i. Click .
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Field Name

Description

The Category Picker dialog box is displayed.

Category Picker X
Category T
Cortractor's Operation A

Corrective Action/Measures
Environmental Concern Comments
Erosion Control Comments
General Comments

Inspection

Meetings

Safety Concerns

Subrontractor's Operation

Testing

Traffic Control Comments

Visitors v

pEoog - -

Figure 228: Category Picker Dialog Box

Available options are active categories defined in the
Daily Diary Categories catalog of the library.

Click the appropriate category, and then click Select.
Optionally, if there are no categories recorded in the
Daily Diary Categories catalog of the library, enter the
name of

the category.

Note: If the category is manually added, then the
newly added category is updated in the Category
Picker of other Daily Diary records of the project.
However, it is not automatically updated in the Daily
Diary Categories library catalog.

Notes

Enter any specific notes for the category.

c. Click Save.

d. Optionally, perform the following steps, as applicable:

To edit the notes, perform the following steps:

i.  Selectthe appropriate record, and then click Edit.

ii.  Make the necessary changes, and then click Save.

To delete the notes, perform the following steps:
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i. Selectthe appropriate record, and then click Delete.
A confirmation message is displayed.
ii. Click OK.
10. To record the work hours of the project staff at the worksite, in the PROJECT STAFF ONSITE TIME,
perform the following steps:
a. Click Add.

DAILY DIARY

m Save & Exit Save & Continue @ Cancel m Workflow +  “"L" Select Actions ~

PROJECT STAFF ONSITE TIME

4.00 Mike

oo [P e [ o |

Figure 229: Project Staff Onsite Time Section

b. The New Project Staff Onsite Time dialog box is displayed.

New Project Staff Onsite Time X

Hours Worked (Hrs) * 4.00

staff Name *:  Mike

o [ o

Figure 230: New Project Staff Onsite Time Dialog Box

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

Field Name Description
Hours Worked (Hrs) By default, 0 is displayed.
Enter the number of hours the staff worked onsite.
Staff Name To select the Staff Name, perform the following steps:
i. Click' -.
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Field Name Description

The Staff Name dialog box is displayed.

Staff Name
FullName Y | FirstName T | LastName Y | Email Y | RoleName T
Daniel Sorzmsen Laniel Sorensen Baricl Cons.. Canstractian FaginesrConst.
Daniel Sorznsen Laniel Sorensen Banicl HWC...  Highway Construct on Mana,
Nzepa [PECE ceapz@yop..  Canstruction Faginesr,Figh
John VenSwearingan John VanSweszrirgen John_ConstL... Constructian Cnginesr,Const..,
John VanSwearingan John vanSwezringen John_ WCo...  Highway Construct on Mana...
Kim Pallagrini Kim Pellegrini Kim_ConstC...  Construction Cnginear.Const...
Kim Pellegrini Kim Pellegrini Kim_HWCan...  Highweay Canstruct on Mana...
Kuser2 Kuser Kuser2 Kuser kuser_AlRal...  Construction EnginezrHigh. .
Mike: M miketiomel.. Canstraclon EngincanFigh .
Hathel Rosen Rachel Husen Rachol Cons.. Construction Engineer, Const.
Rache! Rosen Rachel Hesen Rachel Cons.. Constructian Inspecton Ak
Rarhe Rozen Rachel Rosen Rachel Cons..  Consrruction Operarions ng.
Rache Resen Razhel Resen Rachel IMWC.. 1lizhway Construct on Mana..
Rachel Rzzen Razhel Resen Rachel_Insp.. Inspecror

Fninn Faen Finn Faeal Rl faees PP SR T

biooo - -

Figure 231: Staff Name Dialog Box

Available options are users with appropriate roles
invited to the project and contract.

Note: Only users with the following roles are
available in the picker:

* Construction Operations Engineer

* |Inspector

* Assistant Project Engineer

* Project Engineer

* Regional Engineer

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

* Assistant Project Engineer A&E

* Project Engineer A&E

* Construction Engineer

* Highway Construction Manager/QAQC

ii. Clickthe appropriate staff name, and then click Select.

d. Click Save.
e. Optionally, perform the following steps, as applicable:
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To edit the onsite time, perform the following steps:
i. Selectthe appropriate record, and then click Edit.
ii. Make the necessary changes, and then click Save.

To delete the onsite time entry, perform the following steps:
i. Selectthe appropriate record, and then click Delete.

A confirmation message is displayed.
ii. Click OK.

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

12. 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.

3.5.5.2. Approving a Daily Diary Record

Prerequisites

Based on the workflow status of the record, the role of the logged-in user should be one of the following:

e Administrator

e Construction Component Lead

e Regional Engineer

e Project Engineer

e Assistant Project Engineer
e Project Engineer A&E

e Assistant Project Engineer A&E

e LeadInspector

e Inspector

e Inspector A&E

Overview

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

To move a Daily Diary 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 A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
n 0  Project Code Project Name Project Description Business Unit
G Selart Prajar -

E 4 Recent Projects

i
@

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

All Frojects

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

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

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

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

Rehabilitate Mary Gla...

Reconstructionof 12

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12 ...

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

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

Figure 232: 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  "40)=Cl Lz |AILs
Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: visw ~  fINew _FEdic [0 Delete 3 Set As Default
B o crewoissioramzm -
Hadcer 1113 schadiilal srer |
[4] T SIT-CAERFD S LSPOR 20231(1) P =

,@_ + Documents
= Ducument Sedrch
= 2rojec Resart Gallery
® Froject Calennar
— Jund Managsment
m Project “und List
m Project -und ransactior

= Funding 2ules

+ Sid tslimale Informalion

+ 3Biddirg

+ Contracts

Figure 233: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DFTAI S

X v A i} Select Dashboard: | Construction Srats Report v Mode: View ~ .F]I\e\'.' _ﬁ Edit ﬁl Delzte

Repaort Viewer Fy
s Avia i i winal R

ype Lo Saarch % Set As Defaull

Q
ﬂ SIT CAERFD FSLSPDR 2023 1(1) -

uju "1 SIT - CA ERFO FS LSPDR 2023-1({1) (1} -

@ + Dowumnesnls

® Dacumen Search

General

m Project Reoorl Cellery
u Praject Calendar

+ lurk Menagement

+ Rid Mstimate Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 234: Navigation to Contracts

4. Expand the Progress Tracking folder, and then click Daily Diary.
The DAILY DIARY list page is displayed.
5. To approve the Daily Diary record, perform the following steps:

Construction Part A
Participant Guide

e Project Engineer
e Assistant Project

Engineer

e Project Engineer
A&E

e Assistant Project
Engineer A&E

e LeadInspector
e Inspector
e Inspector A&E

Phase | Role Workflow Steps
1 e Administrator
e Construction a. Inthe list page, select the appropriate record that is
Component in the Draft workflow status, and then click Select Actions.
Lead
e Regional DALYOIRRY.
Engineer _F Edit @ view Tl Delete B Workflow » [#] reports ~

hl Project Code Project Name t# Record Dat
MM/ ddfyyy
SIT - CAERFO FS L... E SIT - Black Mountain R... 6982AF24C000004 07/30/2024

Figure 235: Workflow Action — Submit

b. Click Submit, and in the Masterworks dialog box, click OK.
Based on the role assigned to the user, the
workflow status of the record is set to either of the
following:
* Ifthe useris assigned with the Project Engineer role, the
workflow status of the record is directly set to Approved.
* Ifthe useris assigned any other roles except the Project

Engineer role, the workflow status of the record is set to
Pending for Review.
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2

e Administrator
e Project Engineer

a. Inthe list page, select the appropriate record thatis in the
Pending Review workflow status, and then click Select
Actions.

DAILY DIARY

F Edit  ® vView [Ul Delete [ Workflow = | *§* Select Actions ~ | [#] Reports -
I- Project Code Project Name L# Record Date
ReDraft
MM/ddfyyy
u SIT-CAERFOFSL... E SIT - Black Mountail 4C000004 07/30/2024

Figure 236: Workflow Action — Submit

b. Click Approve, and in the Masterworks dialog box, click OK.
The workflow status of the record is set to Approved.

3.5.5.3. Daily Diary Workflow Status

The following table provides the workflow actions and status (current and subsequent status)
of the Daily Diary record.
For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status

Transitions.
Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
1 Draft e Administrator | Submit Pending for e Ifthe
e Construction Review useris
Component assigned
Lead any
e Regional other
Engineer roles
e Project except
Engineer the
e Assistant Project
Project Engineer
Engineer role,
e Project then the
Engineer A&E workflow
e Assistant status of
Project the '
Engineer A&E record is
setto
Pending
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e Lead for
Inspector Review.

e Inspector e Onlythe

e Inspector user that
A&E created
the
record
can edit
the
record.

e Once
the
record is
moved
to the
Pending
for
Review
workflow
status,
you
cannot
delete it
or edit
any of its
fields.

Approved If the useris

assigned with

the Project

Engineer role,

then the

workflow status
of the record is
setto

Approved.

2 Pending for e Administrator | Submit Approved -

Review e Project Re-draft -

Engineer

3.5.6. Generating Progress Tracking Reports

Based on the roles assigned to you, you can generate various progress reports that illustrate various
information views. These reports enable various stakeholders to stay up-to-date on the progress status of
the contract.
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You can generate various progress tracking reports from:

e 3.5.6.1. Contractor daily record list page
e 3.5.6.2. Inspector daily record list page
e 3.5.6.3. Daily diary list page

Progress Tracking Report Permission Matrix

From the CONTRACT DAILY RECORD, INSPECTOR DAILY RECORD, and DAILY DIARY list page, the
following roles can generate reports:

e Administrator

e Construction Component Lead

e Construction Admin Staff

e Construction Engineer

e Highway Construction Manager/QA QC
e Construction Operations Manager

e Construction Contractor CDRs only

e Construction Contractor Basic

e Construction Contractor QC Manager
e Construction Contractor Manager

e Inspector

e Assistant Project Engineer

e Project Engineer

e Regional Engineer

e Construction Inspection A&E Manager
e Inspector A&E

e Assistant Project Engineer A&E

e Project Engineer A&E

3.5.6.1. Contractor Daily Record List Page Report
Overview

Based on the roles assigned to you, you can generate the contractor daily report that illustrate
Various information views. For more information on roles, refer to Progress Tracking Permission Matrix.
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Steps

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

PROJECTS PROJECTS
Q, Iypeto Search X W A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
n 0  Project Code Project Name Project Description Business Unit
G Selart Prajar -

E 4 Recent Projects

i
@

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

All Frojects

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

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

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

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

Rehabilitate Mary Gla...

Reconstructionof 12

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12 ...

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Federal Lands

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

Figure 237: 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  "40)=Cl Lz |AILs
Q Type to scarch X W A iy Select Dashboard: bs s ~  Made: visw ~  fINew _FEdic [0 Delete 3 Set As Default
B o crewoissioramzm -
Hadcer 1113 schadiilal srer |
[4] T SIT-CAERFD S LSPOR 20231(1) P =

,@_ + Documents
= Ducument Sedrch
= 2rojec Resart Gallery
® Froject Calennar
— Jund Managsment
m Project “und List
m Project -und ransactior

= Funding 2ules

+ Sid tslimale Informalion

+ 3Biddirg

+ Contracts

Figure 238: Expanding Projects Folder

225



Federal Highway Construction Part A
Administration Participant Guide

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

FROJECTS PROJECT DASHBOARD  PROJECT DFTAI 5
Q X W A T selectDashboard: | Construcrion Sratis Report | Mode: View ~| {iWew _FEdit Tl Delete &} SetAs Default
ﬂ SIT CAERFD FS LSFDR 2023 1(1) -

Report Viewer

General

uﬂ "1 SIT - CA ERFO FS LSPDR 2023-1({1) (1} -

| Busineus
M) i

<Sulucl a Value> v

& + Dewurments S =
® Dacumen Search
m Project Reoorl Cellery
u Praject Calendar
+ lurk Menagement
+ Rid Mstimate Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 239: Navigation to Contracts

4. Expand the Progress Tracking folder, and then click Contractor Daily Record.
The CONTRACTOR DAILY RECORD list page is displayed.

PROJECTS CONTRACTOR DAILY RECORD
Q Type to Search X Vv A .I] New ] Workflow ~ [{f Excel Export = @ More =
i‘.) D {0  CDR Number ) i Date
SIT - CA ERFO FS LSPDR 2023-1(1) v [ List Page Report
wddryyy| B2
General | [=. contractors Dally Record | =
O 00006 ] 01/2024
DE@ — Contracts A
D 00005 Key Stone Limited 07/01/2024
@ — SIT - CA ERFO F5 LSPDR 2023-...
D 00004 Columbia River Contr...  05/23/2024
+ Documents
D 00003 Asphalt LCC_Test 05/01/2024
+ Configurations
|:| 00002 Key Stone Limited 01/11/2024
u Contract ltems
i O 00001 Key Stone Limited 12/05/2023

— Progress Iracking

= Contractor Daily Record

= Inspector Daily Record
= Daily Diary
m Labor/Equipment
= Work Activity Templates
+ Rillings & Payments
= Contract Modifications
Figure 240: List Page of Contractor Daily Record
5. Inthe list page, click Reports, and then click Contractors Daily Record.
Optionally, select the appropriate CDR record, click Reports, and then click Contractors Daily
Record.
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The report is generated and displayed.
For more information on the various report features available, refer to Section 4.2. Standard Report

Functions.
3.5.6.2. Inspector Daily Record List Page Report
Overview
Based on the roles assigned to you, you can generate the inspector daily report that illustrate
various information views.
Steps

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

PROJECTS PROJECTS
Q. Iypeto search ¥ W oA 41 New [ Workflow ~  [8] Reporrs v 8y 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
@ SIT T NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Mary Gla.. Reconstructionef 12 .. Western Federal Lands

All Projects

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

Figure 241: Navigation to Projects Module

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

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

q S CAERLD 1S LS 200E-1 o
ﬂ ST -CAERIO IS LEPDR20Z3-1T) Heporl Viewer

General
— Haricier ERET] Schadilal erer

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

|

alternates ]
g_ + 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 242: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

FROJECTS PROJECT DASHBOARD  PROJECT DFTAI 5
Q X W A T selectDashboard: | Construcrion Sratis Report | Mode: View ~| {iWew _FEdit Tl Delete &} SetAs Default
ﬂ ST CAERFD FSLSPDR 2023 1(1) -

General

[ “TSIT-CAERFOFSLSPDR2023-A(N(1) &

Busruss
M) i

<Sulucl a Value> v

@ + Dowumnesnls
® Dacumen Search
= Project Resorl Gellery
u Praject Calendar
+ lurk Menagement
+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 243: Navigation to Contracts

4. Expand the Progress Tracking folder, and then click Inspector Daily Record.
The INSPECTOR DAILY RECORD list page is displayed.

PROJECTS INSPECTOR DAILY RECORD
O\ Type to Search X Vv A .ﬁ New Eﬂ Workflow ~ Ef Excel Export ~ @ More ~
o [J © IDRNumber R Date
SIT - CA ERFQ FS LSPDR 2023-1(1) hd E! List Page Report
IM/dd/yyy s
General [# Inspectors Daily Recordl ’
O 00002 ] '/30/2024
E.Elﬂ = Conlracls A
D 00001 Key Stone Limited 07/29/2024

@ = SIT - CAERFO F5 LSPDR 2023-...
+ Documents
+ Configurations
m Contract ltems

— Progress Tracking

= Contractor Daily Record

m Inspector Daily Record

= Daily Diary

= Labor/Equipment

B Work Activity Templates
+ Billings & Payments

= Contract Modifications

Figure 244: List Page of Inspector Daily Record

5. Inthe list page, click Reports, and then click Inspectors Daily Record.
The report is generated and displayed.
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For more information on the various report features available, refer to Section 4.2. Standard Report
Functions.

3.5.6.3. Daily Diary List Page Report
Overview

Based on the roles assigned to you, you can generate the daily report that illustrate various
information views. For more information on report permissions, refer to Progress Tracking Report
Permission Matrix.

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 245: 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  '<0J=01 L= AILs
Q Type o Search ® W A g Select Dashboard: Lis s ~  Made: vz ~  fIMew _§Edit TNl Delete %} Set As Defaul

ﬂ ST -CAERIO IS LEPDR20Z3-1T) -

Reporl Viewer

General
— Haricier ERET] Schadilal erer

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

|

alternates ]
g_ + 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 246: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DFT2II 5
Q, ype Lo Search X v A i} Selzct Dashboard: Construction Srarus Repor ~ Mode: View - .‘,"] Newr _ﬁ' Edit ]\1[ Delete E‘,, Set As Default

m ST CAERFD FSLSPDR 2023 1(1) -

Seneral
—_— Centract S
L Terminol|ga] BUEMEs U iow eporl

b Workdluw  Aviardod, Arclived Risloric et Bl 4 Voo
[Ji] T SIT- CAERFOFS LSPDR 2023-1(1) (1) a slalus: M0 e
@ + Dewumens Prujet ﬂ

® Dacumen Search

= Project Resorl Gellery

u Praject Calendar

+ lurk Menagement

+ Fid Fstimata Intormation

+ EBidding

= Conlracts

— SIT-CATRFD FR [ 5FDR 2023-1(1)

+ Dutumernts

+ Canfigurations

= Conlract llems

+ Progress Tracking

+ Billings & Peavinents
> m Cantract Moaiications

= Submttals

Figure 247: Navigation to Contracts

4. Expand the Progress Tracking folder, and then click Daily Diary.
The DAILY DIARY list page is displayed.

PROJECTS DAILY DIARY
O\ Type ta Search X VA a New M Workflow ~ Ié] Reports ~ E‘}? Excel Export ~ @ More ~
Fo; - O @ Projectcode Conrract #
SIT - CA ERFO FS LSPDR 2023-1(1) - = Daily Diary Report
General ————————————
D SIT-CAERFOFSL... SIT - Black Mountain R... 6982AF24C000004
ﬂlﬂﬂ = Contracts a

@ — SIT - CAERFO FS LSPDR 2023-...
+ Documents
+ Configurations
= Contract ltems
— Progress Tracking

B Contractor Daily Record

= |nspector Daily Record

= Daily Diary

= Labor/Equipment
= Work Activity Templates
+ Billings & Payments

= Contract Modificalions

Figure 248: List Page of the Daily Diary Form
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5. Inthe list page, click Reports, and then click Daily Diary Report.
The report is generated and displayed.
For more information on the various report features available, refer to Section 4.2. Standard Report

Functions.

3.6. Generating Contract Reports

Based on the roles assigned to you, you can generate various contract reports that illustrate

various types of information. These reports enable various contract stakeholders to stay up-todate on the

contract status.

You can generate various contract reports from the Contract Report Gallery.

Contract Report Gallery Permission Matrix

From the CONTRACT REPORT GALLERY page, the following roles can generate the respective

reports:

Role

Reports

Administrator

Construction Component Lead
Construction Contractor Basic
Construction Admin Staff
Construction Engineer

Construction Contractor QC Manager
Construction Contractor Manager
Highway Construction Manager/QA QC
Inspector

Assistant Project Engineer

Project Engineer

Regional Engineer

Construction Inspection A&E Manager
Inspector A&E

Assistant Project Engineer A&E
Project Engineer A&E

CM Affected Pay Items Report
Contract Modification Report
Contract Summary Report
Grand Pay Item Summary Report
Government Receiving Report
Pay Note Report

Pay Note Summary Report
Progress Payment Report
Progress Payment Schedule Summary
Report

Contractors Daily Record

Daily Diary Report

Inspector Daily Report

Construction Operations Engineer

CM Affected Pay Item Report
Contract Modification Report
Government Receiving Report
Contractors Daily Record

Daily Diary Report

Inspector Daily Report

Progress Payment Schedule Summary
Report
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e Administrator e Progress Payment Report (Contractor's
e Construction Component Lead Version)

e Construction Admin Staff

e Construction Contractor QC Manager
e Construction Contractor Manager

e Construction Operations Engineer

e Assistant Project Engineer

e Project Engineer

e Regional Engineer

e Project Engineer A&E

3.6.1. Contract Report Gallery

Overview

Based on the roles assigned to you, you can generate various reports that illustrate contract information.
For more information on report permissions, refer to Contract Report Gallery Permission Matrix.

Steps

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

PROJECTS PROJECTS
Q 1ypeto search X w oA {1 New [ workflow + [&] Reports ~ By ManageUsers  I'g Mark Offline/Online &) More ~
n 0  Project Code Project Name Project Description Business Unit
J Selart Prajert -
.
4 Recent Projects

SIT MT NPS GLAC 14(4) & MT NPS- Tast GL... Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands

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

@ All Projects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof1Z ... Western Federal Lands
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands

|

Figure 249: 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 o Scarch X W A iy select Dashboartd: bisse ~  Made: view ~  fINew _FEdic T0 Delete #} SerAs Default
£ si-cemorssorzem B e

o

General

[{1] =71 ST CAERFOESLSPOR 20231(1)

+ Documens

= Document Search

= Project Resort Gallery

® Project Calencar

und Managsment

u Project Zund List

w Project -und Transaction

= Funding 2ulas

+ sid stimale Infurmalion

+ Biddirg

+ Contraets

Haricier 1113 Schadiilel =rer | e

alternates =]

Figure 250: Expanding Projects Folder

3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

Q
ol

ype Lo

ST

PROJECTS
Saard X v oA
CAERFD FS LSPDR 2023 1(1) -
General

[f] TSIT-CAERFOFSLSPDRZ0ZZ-A(D(T) &

&

+

+

+

+

Doruments

Dacument Search
Project Reporl Gallery
Project Calendar

Turng Menagement

Rid Fstimate Informarion

Eidding

Conlracts

— SIT-CATRFD FS [ SPDR Z023-1(1)

+ Dutuments

+ Configurations

= Canlracl Lams

+ Progrees Tracking

+ Billings & Mayimenls

m Cantract Moaiications

= Submttals

PROJECT DASHBOARD  PROJFCT DFTAI S

T3 select Dashboard: | Construrtion Status Report | Mode: View ~| finew _FEdit T Delete  E} SetAs Default

Contract —
Workllun  Aardod. Archived Ristorie Torminal[pe] BEEUSE [ogiea o values -

Slalus:

=

Prujuel

Figure 251: Navigation to Contracts
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The CONTRACT REPORT GALLERY page is displayed.
CONTRACT REPORT GALLERY

PROJECTS

Q, Type to Search
o

— Contracts

g “

@ — SIT - CAERFO F5 LSPDR 2023-...

SIT - CA ERFC FS LSPDR 2023-1(1) b

General

+ Documents
+ Configurations
= Contract ltems
+ Progress Tracking
— Billings & Payments
® |tem Posting
® Pay Estimates
m Pay Estimates Tracking
= Contract Modifications

® Submittals

= Contract Report Gallery

> + Subcontract

m (Cnntract Clasennt Stahiis

.

N

Change Orders

Change Order By Date Report

Contract Modifications

CM Affected Pay Item Report

Contract Modification Report

General(Contract dashboards)

Contract Summary Report

Grand pay item summary report

Progress payments

Government Receiving Report

Pay Note Report

Pay Note Summary Report

Progress Payment Report

Progress Payment Report(Contractor's Version)

Progress Payment Schedule Summary Repart

¥V 4 CE

Figure 252: Contract Report Gallery

5. Inthe list page, double-click the appropriate report.

The report is generated and displayed.
You can generate the following reports:

* CM Affected Pay Items Report

* Contract Modification Report

* Contract Summary Report

* Grand Pay Iltem Summary Report
* Government Receiving Report

* Pay Note Report
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* Pay Note Summary Report

* Progress Payment Report

* Progress Payment Schedule Summary Report
* Contractors Daily Record

* Daily Diary Report

* Inspector Daily Report

* Submittal Log
For more information on the various report features available, refer to Section 4.2.
Standard Report Functions.
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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
aform 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 [#] Workflow ~ °§" Select Actions ~ + ¥
ALLUULIL INUIIv ST . 12 10USDVUL 7 LV 1,09V LINLY /UVLUS. | a
Account Priority : CONO3-CON04 W
Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes : -
Y%
ATTACHMENTS
E File View Status Url/Link Uploaded By Uploaded Date m
No Attachments available
Upload Document
v
4 >

Figure 253: Using Upload Document Option

The Open dialog box is displayed.

@ Open
& 2 v A T « FHWA > Publishe.. v C Search Published PDF »r
Organize ~ New folder =- e
£ Home Name : Date modified
@ A01_Library_Management_PG_ditamap-10001-...  5/24/2023 3:08 PM
[%) A01_tibrary_ Management_PG_ditamap-10002-..  5/25/2023 5:23 PM
Il Desktop » m A01_Library_Management_PG_ditamap-10002-..,  5/25/2023 5:23 PM
& Documents # = A01_Library_Management_PG_ditamap-10004-..  5/30/2023 11:.04 AM
4 Downloads # A01_Library_Management_PG_Draft 5/29/2023 10:06 PM
P8 Pictures » Adding_an_Engineers_Estimate_ltem_dita-1000...  6/21/2023 12:29 AM
0 Music e Adding_an_Engineers_Estimate_ltem_ditaAddin..  6/15/2023 1:.03 PM
£ videos » —_—
File name: < | Allfiles v

Open Cancel

Figure 254: Open Dialog Box

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

£ open x
“ 3w ~ 1 % FHWA 3> Publishe.., AY il Search Published PDF pe)
Organize ~ New folder =- 0 @

% Home Name 3 Date modified
A0 _Library_Management_PG_ditamap-10001-...  5/24/2023 3:08 PM

(%] AD1_Library_Management_PG_ditamap-10002-...  5/25/2023 5:23 PM

B Deskiop  # (%) A01_Library_Management_PG_ditamap-10002-..  5/25/2023 5:23 PM

[ pocuments # AD1_Library Management_PG_ditamap-10004-..,  5/30/2023 17:04 AM

<+ Downloads # A0 _Library_Management_PG_Draft 5/29/2023 10:06 PM

E Pictures * Adding_an_Engineers_Estimate_ltem_dita-1000...  6/21/2023 12:29 AM

& Music * Adding_an_Engineers_Estimate_ltern_ditafddin_.  6/15/2023 1:03 PM

K videos » —_—

File name; . “ | Al files -

Open Cancel

Figure 255: Open Option

The files are uploaded to the form and displayed in the ATTACHMENTS section.
4. The name of the file is updated in the Title column.
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Optionally, in the Title column, enter the tiles for the files attached.

PROJECT FUND LIST

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

ALLUUITIL INUITINETL 1D 10USDUL/ LU [LO4U.LINLY /UU.U4,

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

ATTACHMENTS
(=

e e e

Fund Management in
FHWA.docx

Link Document Upload Document

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

q

Figure 256: 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

m Save & Exit r_'.; Save & Continue @ Cancel M Workflow ~  “"&" Select Actions ~ + ¥
ALLUUIIL INUTIINCT  « | 1D 10USDUL/ LU 1.04U.CINLY 7 UU.US, | 7

Account Priority : CONO03-CON04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes s

Y%

ATTACHMENTS

oL

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

No Attachments available

Link Document Upload Document

4

4

Figure 257: 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 258: 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 “

Figure 259: 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 260: List of Documents

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

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

@ MasterWaorks 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 261: 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

m Save & Exit B Save & Continue ® Cancel m Workflow v *§" Select Actions + * ¥
-~
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
EI R e [
RESTORATION OF
Fund Managementin
NORTHERN Dorument - FM ~ Mike Ross 07-27-2023 3:25 AM 12.77KB

FHWA.docx
RAILS/Documents

Upload Document

4

Figure 262: 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 afile 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 L'S Save & Continue @ Cancel m Workflow v “&" Select Actions ~ + ¥
MLLuuUnIL INUInIuce - 12 10USDUL LU O&GU CINLY JUU US|
a
Account Priority @ CONO3-CONO04 v
Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes : a
Y%

ATTACHMENTS

oL

0 s [ [ [ [omoty s [

No Attachments available

Link Document Upload Document

v
4 >
Figure 263: 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 264: Link Document Dialog Box
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2. Click Upload and Link New Document.

Link Document

O MasterWorks Document

@ Upload and Link New Document

Construction Part A
Participant Guide

O External Document

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

Figure 265: 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 Scw':‘&E[xl @ Cancel
\

3

Title : FHWA_Restoratinn of Northem Ra

New Document

Select files

Template Document : [7] (Usec as Template Decument far Mall Merge)

Workflow @ MNaons

P

Figure 266: 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

[a Save & Exit R Save & Continue @ Cancel M Workflow v “&" Select Actions ~ + ¥
ALLUUIIL INUIIINTT  « | 1D 10USDUL/ LU 1. 04U, CIN.Y 7 UU.U4. | 1

Account Priority : CONO03-CON04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes : he

ATTACHMENTS

oL

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

No Attachments available

Link Document Upload Document

4

4

Figure 267: Using Link Document Option

2. Click External Document.

Link Document X

D MasterWorks Document O Upload and _ink New Document @ [xternal Document

UrlfLink * | https://

Title :

Figure 268: Using External Document Option

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

The file is linked to the form and is displayed in the ATTACHMENTS section.
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4.1.2. 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‘;; v e > SIT- TRINITY COUNTY HBP BRICG... » Fund Manageent > Project Fund List
&
PROJECTS PROJECT FUND LIST
Q 1ype tc search X v A _Fril ©View @ oeee [ Workilow » M reporis « B MaiiMerge @ More ~ T
X ST TRINITY COUNTY HBP BRIDGES = O 8  Project Fumi D Fund Source: Name Fund Source Cade Account Number Accaunl Priorily Waork(low Stalus
B | 1]
_—— ' pa,z i m’ it cm' ) 154506001 7@1,5’;{[(;; CONO2-CONOT NW’
m B 500 - IRINIY COUN Y HBE BRIDEES :
D PFL1 COND! CONOT 1586060010401 540.C... Published

& + Duruments

= Cocument Search
= Project Repert Callery
= Project Calendar

— Tund Management

& Project Fund List &

= Project Fund Iransaction

Figure 269: Using Select Actions Option

L’ select Actions ~

2. Click Select Actions
The Masterworks dialog box is displayed.

Maszerarks x

, and then click the appropriate workflow action.

Heves ¢ -

et Dags T Complets for Newt Sape

=

ATTACHMIMNTS

O | File view Status i Uploaded By | Liploaded Date

B AITaCTuTaenCs dmilabie

.

Figure 270: Masterworks Dialog Box
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3. Inthe ATTACHMENTS section, click Upload Document.
The Open dialog box is displayed.

@ Open
&« =2 v N T « FHWA > Publishe.. v G Search Published PDF L
Organize ~ New folder =- [ 0
% Home Name . Date modified
@ AD01_Library_Management_PG_ditamap-10001-..  5/24/2023 3:08 PM
[*] A01_Library_Management_PG_ditamap-10002-...  5/25/2023 5:23 PM
Bl Desktop » L‘q A01_Library_Management_PG_ditamap-10002-..,  5/25/2023 5:23 PM
4 Documents # (%) A01_Library_Management_PG_ditamap-10004-...  5/30/2023 11:04 AM
< Downloads # @ A01_Library_Management_PG_Draft 5/29/2023 10:06 PM
B Pictures > Adding_an_Engineers_Estimate_Item_dita-1000...  6/21/2023 12:29 AM
0 Music » Adding_an_Engineers_Estimate_Item_ditaAddin..  6/15/2023 1:03 PM
£ videos » —
File name: v | Allfiles Y
Open Cancel

Figure 271: 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
“ < w4~ D0 # FHWA 5> Publishe.. w o Search Published POF pe)
Organize ~  New folder =- 1 @
% Home Name Date modified
A0 _Library_Management_PG_ditamap-10001-...  5/24/2023 3:08 PM

[-E] A0 _Library_Management_PG_ditamap-10002-..  5/25/2023 5:23 PM

E‘] AD1_Library_Mamagement_PG_ditamap-10002-..  5/25/2023 523 PM

B Desktop  #

[ pocuments # AD1_Library Management_PG_ditamap-10004-..,  5/30/2023 17:04 AM

<+ Downloads # AD1_Library_Management_PG_Draft 5/26/2023 10:06 P

PN Pictures + Adding_an_Engineers_Estimate_ltem_dita-1000...  6/21/2023 12:29 AM

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

B videos » —_—

File name: v All files =

Open Cancel

Figure 272: 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 x
Neres @ Approwed
Set Days Te Complete for Next Stage 2 ®
ATTACHMENTS

Figure 273: 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 ~ I;I Reparts - PJ Excel Export = @ More ~
r Project Fund 1D Fund Source Name Fund Source Code Fund Source T Fund Description
:‘] SIT - CA ERFOQ F5 LSPUR 2023-1(1) = D H : e 2

General

O PFL-4 CONO4 CONO4 CON CLINQO101: ERFO
BE = SI7- CAERFOFS LSPDR 2023101
O PFL-3 COND3 COND3 CON Option X
@. + Decumerts
D PFL-2 COND2 COND2 oM CLINGD1O1: ERFO
® Decument 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 274: Project Fund List Page

2. Click More, and then click Attachments.

PROJECT FUND LIST

.|':I New ﬂj Workflow ~ E] Reports ~ [‘\;' Excel Export = @ More ~

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

=g Customize List

O 0 pra CanD4 COND4 B audit Log

O PFL-3 canos COND3 v
O PFL-2 canoz CONDZ CON
O PFL-1 CaNO1 CONOI CON

Figure 275: Using Attachments Option

The attachments of all the records are listed.

PROJECT FUND LIST DOCUMENTS

O Back @ More ~
ks v TN =o T |

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

Figure 276: List of Attachments
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Optionally, to view files attached to a record, select the appropriate record and then click
Attachments.

PROJECT FUND LIST

_ﬂ. Edit @ View '[Ef Delete H Workflow ~ [g] Reports ¥ [g.ﬂ Mail Merge ~

|:] g Project Fund ID Fund Source Name Fund Source Code Fund Sg Description
2) Attachments
2, Audit Log ;

PFL-2 :  CONO2 CON02 CON ‘

.

0O PFL-1 CONO1 COND1 CON TS90
Figure 277: 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 H v oA D New ﬁlT warkflow ~ Igl Reports ~ DJ Excel Export = @ More -
t Praject Fund 1D Fund Source Name Fund Source Code Fund Source T: Fund Description
T S cnereo o5 LswOR 202501 - 08 4 M 3
T T T T T
= m & = l
O PFL-4 CONO4 CONO4 CON CLINQO101: ERFO
:_lﬂﬂ "1 517 - CA CRFO FS LSPDR 2023-1(1)
- O PFL-3 COND3 COND3 CON Opticn X
@. + Decuments
O PFL-2 CONDZ CONDZ CON CLINGO101: ERFO
® Document Search
D PFL-1 CONO1 CONO1 CON CLIN0D101: Non-ERFO

u FProject Report Gallery
= Froject Calendar
= Fund Management

= Project Fund List

® Project Fund Transaction

= Funding Rules
Figure 278: Project Fund List Page

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

PROJECT FUND LIST

_J Edit E Delete [ Workflow ~ *& Select Actions ~ [é] Reports v [9? Mail Merge ~ ) More -

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

0 PFL4 i CONOo4 CONO4 CON

Figure 279: Using View Option
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The form details page is displayed.

PROJECT FUND LIST

_0‘ Edit ® Cancel M 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 (3)
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

Y

Construction Part A
Participant Guide

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

07-27-2023 4:31 AM

D @ Resd Fund Management in
ea
4 FHWA.docx
D @ Ready PFL with data.jpg NA

Figure 280: Project Fund List Page in View Mode
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2. Inthe ATTACHMENTS section, select the appropriate files, and then click 'i'.
PROJECT FUND LIST
¥ Edit (® Cancel [# Workflow ~ + ¥
aA

Account Priority : CONO3-CONO4

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

EI oot ot [

.  Ready 07-27-2023 4:31 AM *zzmm
[ @ Ready PFL with data.jpg NA Mike Ross 07-27-2023 4:30AM  92.13KB
v
4 4
Figure 281: 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 X v oA q':l New .ﬁlT Warkflow ~ Igl Reports ~ [-lr Excel Export = @ More -
‘:‘] e ——— [0 O ProjectFundin Fund Source Name Fund Source Code Fund Source Type Fund Descriptian
General
- 0 PFL4 COND4 COND4 coN CLINGO101: ERFO
OA =517 C4ERFOFS LSRDR 2023-1(1]
D PFL=3 COND3 COND3 CON Opticn X
@. + Decumerts
D PFL-2 CONDZ CONDZ CON CLINGO101: ERFO
" pesumersSenren D PFL-1 CONO1 COND1 CON CLINOO101: Non-ERFO

u Project Report Gallery
= Froject Calendar
= rund Management

= Praject Fund List

= Froject Fund Transaction

= Funding Rules

Figure 282: Project Fund List Page
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2. Inthe list page, select the appropriate record.
In the WORKFLOW group, click History.

PROJECT FUND LIST

0 Edit © View [l Delete [ Workflow v °&" SelectActions ~ [4] Reports ~ [€0 Mail Merge v &) More ~

D g Project Fund ID ind Source Code Fund Source Type Fund Description
o History

£, Workflow User(s)

--_J__I

Figure 283: Using History Option

The Workflow Status & History dialog box is displayed.

Workflow Status & History X
Workflow Status Hide »
......... Selected Status e Current Status
@ Published Approved
Approve @
Workflow History Hide ~
Workflow Status : Published Workflow Status: Approved
Received On: 07-26-2023 7:34:08 AM Received On: 07-27-2023 5:32:06 AM
Action : Approve Action :
Action Notes : Action Notes :
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 284: Workflow Status & History Dialog Box
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3. Toview all the attachments and complete workflow history, click More Details.

Workflow Status & History X
Workflow Status Hide »~
......... Selected Status —— CUrTent 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 285: Using More Details Option

The History page is displayed.

HISTORY

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

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

- =@ published — {Approved

Publish Approve

e -

»
Warkflow History Hide ~

Action Pencing Action Completed [l Action Failed [l Workfiow Completed

@ 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 286: History Page
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. . .
4. Inthe ATTACHMENTS section, select the appropriate documents, and then click —.
HISTORY
® Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 =
g Publisheu 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07272023 5:32 AM =
4 G >
Show Workflow History Report
ATTACHMENTS
0
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
: SR N Wike Ross 07.27.2023532AM  1277K8
FHWA. docx

v

Figure 287: 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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Steps

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

QEL?JWSF fiighway
Administration
PROJECTS PROJECT FUND LIST
Q Type to Search X Vv A .ﬁ New m Workflow ~ [g] Reports ¥ E‘}t Excel Export ~ @ More ~
m O @  Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES A
Y s Y Y
E General . . . .
O PFL-2 CONO02 CONO2 CON

™ SIT - TRINITY COUNTY HBP BRIDGES
O PFL-1 CONO1 CONO1 CON
G} + Documents
® Document Search
m Project Report Gallery

= Project Calendar

— Fund Management

m Project Fund List

Figure 288: Project Fund List Page

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

PROJECT FUND LIST

.|r.'] New %] Workflow ~ i Reports ~ E}f Excel Export = @ More =

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

@ Attachments

(0 B pr4 CoNo4 CONO4  |E Audit Log

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

Figure 289: Using Attachments Option

Various document management features are available for attachments.

PROJECT FUND LIST DOCUMENTS

O Back @ More ~

' MMdd| B @ B .

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

Figure 290: List of Attachments
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2. To delete an attachment, select the appropriate file, and then click .

ATTACHMENTS
= 2

Project Fund List Attac

2 © Ready Project_Fund_List_ 12/14/2023 6:32 AM  7574.29KB
hments FHWA
Link Decument Upload Document b

Figure 291: Using Delete Option
4.2. Standard Report Functions
Performing all report-related activities is similar in procedure throughout the application.

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

For information on roles, refer to Security Roles in the A0O2 Administrator Guide.

The standard report functions include the following:

e 4.2.1. Generating and Viewing Reports

* 4.2.1.1. Generating a report
* 4.2.1.2. Printing a report

* 4.2.1.3. Saving a report in various formats

* 4.2.1.4.Updating report to view the latest information

e 4.2.2. Subscribing to areport

4.2.1. Generating and Viewing Reports

You can generate reports for different information views for all the forms in the application.
Masterworks enables you to use report filters to generate reports with specific information.
You can perform the following report functions:

e 4.2.1.1. Generating a report

e 4.2.1.2.Printing a report

e 4.2.1.3.Saving a report in various formats

e 4.2.1.4.Updating report to view the latest information

4.2.1.1. Generating a Report
Overview

You can generate various reports that comprise information based on the roles assigned to you and the
various projects to which you are invited.
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For a few reports, you can use the filter criteria to provide information for the relevant fields and generate
the reports.

The Project Fund List form is used for illustration purposes.
Steps
1. Perform any of the following steps, as applicable:

* Inthe form list page, click Reports, and then click the appropriate report.

PROJECT FUND LIST

.ﬂ New EH Workflow - [ﬁ Reports ~ ﬂt Excel Export ~ @ More *

(| §  Project Fund ID Fund Source Code

[2. List Page Report

(M| PFL-2 CONO2 CONO2

Figure 292: Using Reports Option

* Inthe project navigation pane, click Project Report Gallery, and then double-click the
appropriate report.

PROJECTS FPROJECT REPORT GALLERY

Qi x v a

Y o cacreo s isDR2023 11 - v Acquisition Reports

E General Awarded Bid Schedule Report

DE@ ™7 SIT - CA ERFQ FS LSPDR 2023-1(1) Bid Analysis Report
@. + Docurmenis Bid Schedule Report

® Docurment Search Bid Tahulation Report

| = Project Report Gallery Obligation Tabulation Report

= Proect Calendar
= Fund Management

= Project Fund List

= Project Fund Transaclion
= Funding Rules
<+ Bid Estimate Information
=+ Bidainy

+ Contracts

Figure 293: Project Report Gallery Navigation Page
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* Inthe project navigation pane, expand the contract folder, click Contract Report Gallery, and
then double-click the appropriate report.

PROJECTS CONTRACT REPORT GALLERY
I stocarrorsiseoRzozza0) | v EgiChan=stide s
General Change Order By Date Report
[ . * « Contract Modifications
. =+ Cenligurations

@' ® Contract lkems CM Affected Pay Item Report

+ Progress Tracking Contract Modification Report
ogress g

=+ Bilhngs & Payments ~ General{Contract dashboards)

Contract Modifications Contract Summary Report

Submittals

Grand pay item summary report

Centract Report Gallery o e

=+ Subcontract

‘Government Receiving Report

Contract Closeout Status
Pay Mote Report

= Claims

Pay Mote Summary Report
m Freecom of Informarion ..

Progress Payment Report
= Request for Equitable A
Progress Payment Repart(Contractar's Version)

CDR NAVIGATION PAGE
> Progress Payment Schedule Summary Report
IDR NAVIGATION PAGE

Figure 294: Contract Report Gallery Navigation Page

2. Iffiltering options are necessary, select the appropriate information in the relevant fields, and then
click View Report.

LIST PAGE REPORT

@ Back @ Subscribe

Includa Pending on Lsers and Roles N g
===
q " of 1 p P 7 Fnd | Next  [Qlw 4 yoh
rF
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remaining
Fund ID |[Source |Source |Type |Source |Description [Number |Priority |Amount($) |Amount ($) Amount (4
Narme Code Category
PFL-1 CONO1 |CONO1 |CON |FLAP This project | 1516043 0.00 0.00 0.00
fund list for 027201.5
fund source|40.CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CON02 |COND02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v
k. ] B

Figure 295: Using View Report Option

The report is generated and displayed.
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4.2.1.2. Printing a Report
Steps

1. Generate the required report.
For more information, refer to Section 4.2.1.1. Generating a Report

2. Inthe reporttoolbar, click Print Report ﬂ

LIST PAGE REPORT

@ Back g Subscribe

Include Pending on Users and Roles | N R

View Report
1 of 1 Find | Next  [Qlw .:_',

PROJECT FUND LIST - LIST REPORT

Construction Part A
Participant Guide

»

4 S

Figure 296: Using Print Report Option

4.2.1.3. Saving a Report
Steps

1. Generate the required report.
For more information, refer to Section 4.2.1.1. Generating a Report
2. Inthereporttoolbar, click Export, and then click the required option.

PROJECT STATUS REPORT

@ Back g Subscribe

Report Version Active Projects v Percent Complete Greater Than 90
Positive § Value Difference | 100000 Negative $ Value Difference 100000
View Report
|1 |of1 b ] Find | Next [;]_v[ o =
Excel
PDF
CSV (comma delimited)
Acceptance
Project Number Project Name Contract number COE Award Date Original FCD Modified FCD Date

Figure 297: Exporting a Report
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Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remaining
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount ($) Amount (4
Name Code Category
PFL-1 CONO1 |CONO01 |CON [FLAP This project 1516043 0.00 0.00 Q.00
fund list for |027201.5
fund source|40.CN.V7
catepory 00.04.15
FLAP. 0400000
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4.2.1.4. Viewing Latest Information in a Report
Steps

1. Generate the required report.
For more information, refer to Section 4.2.1.1. Generating a Report

. F
2. Inthe report toolbar, click Refresh ™
LIST PAGE REPORT
@ Back F-'h Subscribe
Include Pending on Users and Roles | N .
1 of 1 Find | Next [a - E
&
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remaining
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount ($) Amount (4
Name Code Category
PFL-1 CONO1 |CONO01 |CON [FLAP This project | 1516043 0.00 0.00 0.00
fund list for |027201.5
fund source|40.CN.V7
catepory 00.04.15
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v
X ] 2

Figure 298: Using Refresh Option

4.2.2. Subscribing to Reports

Prerequisites

e You must have access to the report.
e The logged-in user is assigned with the permission to generate the report.

Overview

You can subscribe to reports, and subscribed reports are delivered to the specified email addresses or
saved in the specified file location. You can configure subscriptions so that the reports are delivered
periodically in the specified format.

Additionally, you can create multiple subscriptions for a single report with varied subscription options.

You can subscribe to a report using any of the following methods:

e Email: The reportis delivered through email to the specified email addresses in the specified formats.
Note: Only Masterworks registered email address is allowed to receive the subscribed reports.
e File Share: The reports are saved to the specified location in the specified formats
Note: Users with the appropriate permission can subscribe themselves or others to a report. Only
users with the Administrator role can remove or end an active subscription once it is created.
261



Federal Highway Construction Part A
Administration Participant Guide

Steps

1. Open areport, and then click & Subscribe

BID ANALYSIS REPORT

@ Back Q. Subscribe

Bidder: Missouri River Contractors, LLC ~ Minimum Deviation % :

Maximum Deviation % :

View Report

Figure 299: Subscribing a Report

The subscription dialog box is displayed.
SIT Testing Build- FHWA eDelivery X

Delivery Option Schedule Details

Please select the delivery option

@ E-Mail O Windows File Share

To *:
Cc
Bcc
(Use (;) to separate multiple e-mail addresses.)
Reply-To :
Subject *:
Priority : Normal v
Comment -
Include Report
3 nclude Link
Report Format : PDF v

Start Date : (7-27-2023

Enable schedulestop : [ | v

Figure 300: Subscription Dialog Box

Note: To subscribe to a report, you must fill the fields with red asterisks.
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In the Please select the delivery option section, perform either of the following steps, as applicable:

Click E-Mail to receive the report through email.

Click Windows File Share to save the report to the specified location.

3. Based on the delivery option selected, perform the following steps:

E-Mail

Windows File Share

. Inthe Reply-To box, enter the email

. From the Priority drop-down list, select

In the To box, enter the email addresses
of the recipients of the report.

addresses of the recipients to whom the
reply email must be delivered.

In the Subject box, enter the name of the
report or any other appropriate subject
for the email.

the priority of the email.

If the selected priority is High, the email
will be sent as a High Priority notification.
In the Comment box, enter any
comment for the email.

Comments are included in the body of
the email.

Select the Include Report check box to
deliver the report in the selected format
as an email attachment.

Select the Include Link check box to
deliver the link to the report in the report
delivery email.

The recipient can view the report on the
application only if the recipient has the
required permissions on the report.
From the Report Format drop- down list,
select the format in which the report
must be generated and delivered to the
specified email addresses.

From the Start Date list, click the date
from when the report must be delivered.
Select the Stop this schedule on check
box, and then select the date until when
the report must be delivered.

In the File Name box, enter the file name
for the report.

. Select the Add a file extension when the

file is created check box to save the
report file name with the extension of the
file format as required for the report.

In the Path box, enter the path of the
shared file location where the report
must be saved.

Note: To configure the shared file
location in the application, you must
provide the file path location to the
Administrator.

. From the Report Format drop-down list,

select the format in which the report
must be generated and saved.

In the Credentials used to access the file
share section, enter the credentials to
access the shared location and save the
report.

From the Overwrite options section, click
any of the following options:

* Overwrite an existing file with a
newer version - When saving the
report at the file location at the
scheduled time, if a file with the
same name exists, then the
existing file is overwritten by the
latest report.

* Do not overwrite the file if a
previous version exists - When
saving the report at the file
location at the scheduled time, if a
file with the same name exists,
then the reportis not overwritten
by the latest report, and the report
is not saved at the file location.

* Increment file names as newer
versions are added - When saving
the report at the file location at the
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E-Mail Windows File Share

scheduled time, if a file with the
same name exists, then the latest
report is saved with the same
name appended with a sequential
number.

g. From the Start Date list, click the date
from when the report must be saved.

h. Selectthe Stop this schedule on check
box, and then select the date up to when
the report must be saved at the file
location.

4. To setthe frequency of report delivery, click the Schedule Details tab.

SIT Testing Build- FHWA eDelivery X

Delivery Option Schedule Details

'C:' Hourly Runs only once
() paily start time (hh:mm)
[:j\; Weekly

() Monthly

(@ Once

Figure 301: Schedule Details

5. From the delivery frequency options, click the appropriate option:

Option Description Steps

Hourly The report is delivered a. Click Hourly in the delivery options list.
every preset number of b.In the Run the schedule every section, enter
hours. the frequency of report delivery:

i In the hours and minutes boxes, enter the
time period in hours and minutes the report
must be periodically delivered.

ii.  Inthe Start time (hh:mm) box, enter the
time (in 24-hour format) the report delivery
must begin.

Daily The report is delivered a. Click Daily in the delivery options list.
once on preset days, or b. Inthe schedule definition section, enter the
periodically as defined. frequency of report delivery:

* Click Every Weekday to get the report
delivered on all weekdays, from Monday
to Friday.

* Click Repeat after this number of days,
and then, then in the box, enter the
number of days to get the report
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Option

Description

Steps

delivered periodically once every
specified number of days.
c. Inthe Start time (hh:mm) box, enter the time (in
24-hour format) the report must be delivered.

Weekly

The report is delivered
every preset number of
weeks on preset days of
the week.

a. Click Weekly in the delivery options list.

b. Click Repeat after this number of weeks, and
then in the box, enter the number of weeks to get
the report delivered periodically once every
specified number of weeks.

c. Inthe On day(s) section, select the days on
which the report must be delivered.

d. Inthe Start time (hh:mm) box, enter the time (in
24-hour format) the report must be delivered.

Monthly

The report is delivered
monthly on preset days
of a selected week.

a. Click Monthly in the delivery options list.
b. Selectthe months when the report must be
delivered.
c. Click one of the following options to schedule
the delivery of the report:
°*  On week of the month

i From the list of weeks, select the
week the report must be
delivered.

ii. Inthe On day(s) section, select
the days the report must be
delivered in the week previously
selected.

°* On Calendar day(s)

o Inthe box, enter the number of days
of the month the report must be
delivered, starting from the current
day. For example, if the current day is
the 12" of a month, and the calendar
days setis 10, then the reportis sent
for 10 days from the 12th of every
selected month.

d. In the Start time (hh:mm) box, enter the time
(in 24-hour format) by when the report must be
delivered.

Once

The report is delivered
once on the current day.

In the Start time (hh:mm) box, enter the time (in 24-
hour format) by when the report must be delivered.

6. Click Subscribe.

The reportis delivered as scheduled.
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Note: Only users with the Administrator role can unsubscribe to reports.
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4.3. 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:

e 4.3.1. Performing Workflow Status Transitions
e 4.3.2.Viewing the Workflow History

e 4.3.3. Selecting Workflow Users

e 4.3.4. Associating a Workflow

4.3.1. Performing a Workflow Action

Prerequisites

e A workflow is associated with the record.

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

e You have editing permission for the form or document.

e A workflow action is pending for you.

Overview

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

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

Note: You can view the workflow status of a record in the Workflow Status column of the list page.
2. Perform any of the following steps, as applicable:

e Selectthe appropriate record.

FROJECT FUND LIST
_F Cdic  © View [T Deder= B Workflow »  °{° SelectActions = [ Reports = [B MailMerge = () Moare +

D I: Project Fund ID Tund Source Name Fund Source Code Tund Seurce Type Tund Description Account Number Account Prierity Workflow Stotus

[ 7]
D PFL-4 COoND4 CONO4 CON 15FCA 14(4] Funding 15AT302501404 RA0.C. Approved
PFL-3 E CoND2 CONO3 CON FLAP Funding MT NPS GLACIER... 1517303700141 510.C... Approved

D PFLZ COoND2 CONo2 CON FLAP Funding MT NPS GLAC 14... 1517302601204 540.C... CONC2 CONO4 fpproved Lr-

Figure 302: Selecting a Record
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e Select multiple records that are in the same workflow status and have the same workflow
associated with them.

PROJECT FUND LIST

T Delece  *8° SelectActions v @ More v

g Froject Fund IU Fund Sourze Code Fund Source lype Fund Description Aczcount Number Account Priority Worktlow Status

[ ]l | 7]

Figure 303: Multiple Records with Same Status

e Select the appropriate record, and then click Edit.

PROJECT FUND LIST

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

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

Figure 304: Editing a Record
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The Project Fund List page is displayed.

PROJECT FUND LIST

® Cancel B_T Workflow -

.3.

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 ($)
Remaining Amount ($)

Notes

3. Click Select Actions

PROJECT FUND LIST

'L’ select Actions ~

Select Actions ~

: PFL-4
*. COND4
: COND4

: CON

: GADA

15F0A 14(4) Funding -

-

4

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

@ More -

Fund Description

4 reports = |E0 Mall Merge -

Account Number

Fund Source Type

15FOA 14(4) Funding 15AT302601404 RA0.C..

Edit view [ Delete Workflow = Select Actions =
dit @ Vi ! Kl ol i
O B  ProjectFund ID Fund Sourcz Name|
Relurn Lo Published

Mar as Inactive,
O PFL4 CONo4 LJ
PFL-3 CONOZ CONO3
a PFL2 conoz cono2

FLAP Funding MT NP5 GLACIZR... 1517303700141 340.C...

FLAP Funding MT NPSGLAC 14 .. 1517302501404 340.C

Account Priarity

CONO2-CONCd

Figure 305: Using Select Actions Option — List Page
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, and then click the appropriate workflow action.

Wiorkflow Status

Approved
Approved

Approved
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PROJECT FUND LIST

@ Cancel ﬁT Waorkflow 'l

*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

: CONOD4

¢ CON

: GADA

: [15F0A 14(4) Funding A

jj -

: 15A7302601404 R40.CN.15F0.30

1730001426 25255

Figure 306: 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 oo TR e L

No Attachments available

Upload Document

®

Figure 307: Masterworks Dialog Box

4. Optionally, in the Notes field, enter the notes for the workflow transition.
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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 |fyouwantto override the default days set for the respective workflow, you need to enter the
appropriate number in this field.

MasterWorks *

Notes :  Validated the information added for the fields.

set Days To Complete for Next Stage :| 2 @

ATTACHMENTS

I e S e R e o

No Attachments available

Upload Document
[ oc | e |

Figure 308: Set Days To Complete for Next Stage

6. Optionally, in the 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 4.3.2. 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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4.3.2. Viewing the Workflow History
Prerequisites
A workflow is associated with the record.

Overview

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

e Action taken at every workflow status

e Date the workflow action was performed

e Notes entered when the workflow action was performed

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

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

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

PROJECT FUND LIST

J edit © View [l Delete [B Workflow ~ °§° SelectActions ~ [#] Reports ~  [€) Mail Merge ~ ) More ~

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

PFL-4 E 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 309: Selecting a Record

2. Click Workflow, and then click History.

PROJECT FUND LIST

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

Figure 310: 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 @p———mm—ous|

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 311: 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 X

Workflow Status Hide ~

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

@ Published 4'# Approved

Approve @—m0n-

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 312: More Details option
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The History page is displayed.

HISTORY
@) Close
Record Identifier : PFL-4/CONOA A
Workflow Status Hide A
o Seleckd SLolus s Current Satus
Published {9 Approved
Sublish Approve
< »
Workflow History Hide A
ActianPencing | Actian Complered [l Action Failed Bl Werktlow Camalersd
D staws Received On Action Action Notes Action On Action By
E0 =1} E
a
Dralt 07.26.20237:34 AM Publish 07262023 7:34 AM Userld

Figure 313: 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-4/CONUS
Waorkflow Status

Hide ~
------ Selected StETUs — Current Status

' -

————>® Publish=c

P
rublizh @ Approve @

Fl

r
Workflow History Hide ~

Actlon Zending action Compgleted [l Acton Falled I Workflow Completed

g Status Received On Action Actizn Notes Action On Action By Action By User Name Action Mes

Approved . E ‘::J E 6 =

Approved 11/21¢2023 8.37 AM

Show WorkHlow History Report

Figure 314: 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

g Publishey

Approved

07-26-2023 7:34 AM

07-28-2023 7:34 AM

07-26-2023 7:34 AM User10

Publish

07-27-2023 5:32 AM Mike@01

Approve

07-27-2023 5:32 AM

Show Workflow History Report

ATTACHMENTS
-1

—

File View Status

Document Name

Uploaded By Uploaded Date

Url/Link

File Size

Figure 315: Clicking Document Name

The documentis opened in the application viewer.

VIEWER
@ Back
Edit -
« = |1 |z

@

View - Page -

& save e Princ

Interactiva ~ Annotations ~

lq (4% v alp @RI @I am

| I

-

Pages
. -
o= . .
Participant
Guide
FUND MANAGEMENT
IN FEDERAL
N HIGHWAY
s ADMINISTRATION
7;='ge2
aurige’ ’lj"
MASTERWORKS
o = . ‘ .
¢ DO O BE /" A HKENZLQ2 ¢ F 2T

Figure 316: 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
g Publishey 07-26-2023 7:34 AM Approve
Approved 07-27-2023 5:32 AM
4 O
Show Workflow History Report
ATTACHMENTS
M &
File View Status  Document Name Url/Link Title Uploaded By
NA Mike Ross.

Figure 317: Using Show Workflow History Report Option

The Workflow History Report is displayed.

WORKFLOW HISTORY REPORT

@ Back g Subscribe

¢ <|:]°.-1 > M B fnd | Next [Qw O &

Workflow History Report

Record Name: |Project Fund List Record Details: |Fund Source Name
Project Code: |Aurigo SIT MT NPS Project Name: |Aurigo - Test Rehabilitate Man)
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 (228 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 318: Workflow History Report Page
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07-26-2023 7:34 AM User10
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4.3.3. Selecting Workflow Users

Prerequisites
Workflows are published for the form.

Overview
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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
.n New R*_T Workflow ~ [g] Reports ~ ["\;T Excel Export ~ @ More ~
O 9 rce Name Fund Source Code
0") Associate
‘5;’; Workflow User(s) |
D U BQ Show Pending On User(s) CONO4
= 1 I — cONNR

Figure 319: 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 320: 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) X

Available Workflows : | Custom Project Fund List 5

|:| Stage Role User Name First Name Last Name

K

a
v Stage: Draft

w Role: Acquisitions

D Draft Acquisitions Rama_Acquisitions  Rama

D Draft Acquisitions Ryanp_Acquisitions Ryan Phillips
D Draft Acquisitions Shirley_Acquisitions = Shirley Anderson
D Draft Acquisitions Dean_Acquisitions ~ Dean Umathum
D Draft Acquisitions Antony Antony

v
»

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

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

Save

Figure 321: 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:

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

PROJECT FUND LIST

_ﬁ Edit <€ View ']E' Delete w Workflow = [g] Reports = [ﬁl Mail Merge ~ @ More =
D g Project Fund ID i ind Source Code Fund Source Type
@ History
,%, Workflow User(s)
O PFL-2 INO2 CON

PFL-1

CaND1 CONO1 I} CON

Figure 322: Using Workflow User(s) Option
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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
|:| Stage Role User Name First Name Last Name
&
“w Stage: Inactive =
v Role: Acquisitions
D Inactive Acquisitions Rama_Acquisitions Rama
D Inactive Acquisitions Ryanp_Acquisitions  Ryan Phillips
|:| Inactive Acquisitions Shirley_Acquisitions Shirley Anderson
D Inactive Acquisitions Dean_Acquisitions  Dean Umathum
|:| Inactive Acquisitions Antony Antony
v

4

>

mnE 2 3 4 Sum 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 323: Workflow User(s) Page

Only workflow stages following the current workflow stage are displayed, and the list of
stakeholders for each stage is displayed.

4.3.4. Associating a Workflow
Prerequisites

e Workflows are published for the form.
e The logged-in user is 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.
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Steps

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

" St Rt
ederal Highway
@ Administration

PROJECTS PROJECT FUND LIST
O\ Type to Search X Vv A .ﬁ New R] Workflow ~ Ig] Reports ¥ E‘ﬂ Excel Export ~ @ More ¥~
n = D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES Né
E Canecii
O PFL-2 CONO02 CONOQ2 CON

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

m Project Calendar

— Fund Management

s Project Fund List

Figure 324: Selecting a Form

2. Click Workflow, and then click Associate.

PROJECT FUND LIST

q':l New H’_T Workflow ~ E Reports ~ Bt Excel Export ~ @ More ~

(" rce Name Fund Source Code

&, Workflow User(s)
D Y go Show Pending On User(s) CONO4

D g rreo Tunnus CONO3

Figure 325: Using Associate Option

The Workflow Association dialog box is displayed.
workflow Association 4
DEFAULT WORKFLOW :

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

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

== 2

Figure 326: 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.
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3. To associate a different workflow to the form in the project, from the APPLY A NEW WORKFLOW FOR
THIS LISTPAGE AND MODULE drop-down box, select the workflow to associate with the form for the
project.

Workflow Association X
DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

Mo Workflow Associated

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

e

Custom Project Fund List
FHWAProject_WF
Project WF

Figure 327: 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 Assodiation b 4

DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

=

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :
Figure 328: Updated Workflow Override for this Page Field

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

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

281



Federal Highway Construction Part A
Administration Participant Guide
Workflow Association x
DEFAULT WORKFLOW :
Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE =

FHWAProject_WF m

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE

Figure 329: 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.

4.4. Importing Form Details from an Excel Workbook

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

e 4.4.1. Create multiple records simultaneously.
You can create multiple form records by importing form information from a Microsoft Excel

workbook to the form.

e 4.4.2. Update details of multiple records simultaneously.
You can update form information of multiple records simultaneously by importing form
information from a Microsoft Excel workbook to the form.

The template to upload or update information of multiple records to a form is downloaded as a Microsoft
Excel workbook from the list page of the form. The Excel template workbook is updated with the form
information and is uploaded back to the form.

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

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

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

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

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

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

e Calculated fields will not be available in the template

Validation rules for data entered in the template and the values entered in the form are the same.

282



Federal Highway Construction Part A
Administration Participant Guide

4.4.1. Uploading Form Details in Bulk
Steps

1. Inthe navigation pane, click a form.
The selected form list page is displayed.
PROJECTS LABOR/EQUIPMENT
Q, Typeto Search X W A {1l nNew [# Reports ~ Bt Excelimport/Export ~ €2 More ~
0  Laber/Equipment Type/Classification Supplemental Description IMove-In Date

P
ﬂ SIT - CA ERFO FS LSPDR 2043-| = D -

E ceneral MM/ddiyyy| B

|:| Equipment Pickup Truck Supervisor 04/30/2024
B convecs -
- - D Equipment Haul Truck 04/30/2024
— T . g
&t SIT- CAERFO 75 LEPD... O Equipment Haul Truck 0473072024
+ Documents O Equipment Haul Truck 04/3072024
+ Cenfigurations O Equipment Excavator 300G 04/30/2024
= Contréct ltems O Labor Excavator operator 04/30/2024
= Progress Iracking O Labor Suveyor 04/30/2024
Contraclor Daily ... .
m Contracle ily ] Equipment D& Dozer 04/30/2024
m Inspoecior Daily R... I:I Equipment Water Truck 04/30/2024
Daily Dis
[] y Diary D Labor Operator 2 04/30/2024
= Labor/Equipment 0 Labor Operator 3 04/30/2024
B Work Activity Te O Labor Labaor 2 04/30/2024
+ Billings & Payments 0 Labar Operator 1 04/30/2024
= (Centract Medificati... =) o o o

AV
[ ]

Submittals + E [T' 2 um

Figure 330: List Page

2. Inthetool bar, click Excel Import / Export.

LABOR/EQUIPMENT

.n New Ig] Reports ~ | ["11 Excel Import / Export = | @ Maore -

D y Labor/Equipment nental Description Move-In Date
E‘, Excel Import
el
MNddiyyy =R
El Excel Expart {xls) ¥y Ezr

Mo records to display.
Play D Excel Export [xlsx)

@ Excel Template [xIs)

@ Excel Template (xIsx)

@ Excel Template With Data (xIs)

@ Excel Template With Data (xl5x)

Figure 331: Excel Import / Export

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

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

Note: The first column with the heading Internal ID must not be filled in.

5. Inthe list page, click Excel Import / Export, and then click Excel Import.
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LABOR/EQUIPMENT

.n New L!] Reports = | [“11 Excel Impart / Expart ~ | @ More =

D 1] Labor/Equipment nental Description Move-In Date

MMeddayy B

A Excal Import |

B, Excel Export (xIs)
No records to display. B Excel Export (sx)
4 As
@ Excel Template (xIs)
B Excel Template (xlsx)
@ Excel Template With Data (xs)

[ Excel Template With Data (xIsx)

Figure 332: Excel Import

The IMPORT DETAILS FROM EXCEL FILE page is displayed.

IMPORT DETAILS FROM EXCEL FILE

@ Back

Select File : | Choose File | No file chosen
Upload

Figure 333: Import Details From Excel File

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

The Choose File to Upload dialog box is displayed.

e Open X
€ v i » Downloads Y C Search Downloads 2
Oiganize ~ New lolder =- 3 o

Wi Name Dats moditiec Tyoe
>~ lnday
- @ Laber_Equipment_Template 7/1/2024 7:57 PM Microso
~ Last week
L o#

De

| Alliles v

Upload from mobile Caricel

Figure 334: File to Upload

File name: || abor Fquinment_Template

7. Select the required workbook, and then click Open.

8. Click Upload to import form information from the Excel workbook to the form.

IMPORT DETAILS FROM EXCEL FILE

@ Back

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

Figure 335: Upload the Excel
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On successful import, the success message is displayed.

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

IMPORT DETAILS FROM EXCEL FILE

© Back | gl ErrorLog

Figure 336: Error Log Option
The error log workbook is downloaded to your local storage.

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

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

c. Open the Excel workbook with form information and modify form details.

Optionally, you can make relevant corrections in the error log workbook and upload it.
d. Save and upload the Excel workbook to import the updated information.
10. Click Save.

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

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

PROJECTS LABOR/EQUIPMENT
Q Type to Search ®X v A .n News E] Reports ~ E‘:i? Excel Import / Export ~ @ More =

r.] o7 - CA RO F5 LsPDR 2023 | = D y Labaor/Equipment Type/Classification Supplemental Description Move-In Date

. D Equipment Pickup Truck Supervisor 04/30/2024

[EB — Contracts O Equipment Haul Truck 04/30/2024

@ — SIT- CAERFC TS LSPD... O Equipment Haul Truck 04/30/2024

+ Documents O Equipment Haul Truck 04/30/2024

+ Cenfigurations O Equipmenr Excavator 300G 04/30/2024

" Contrect ltems O Labor Excavator operator 04/30/2024

= Progress Iracking O Laber Suveyor 04/30/2024

= Cantraclor Daily .. D Equipment D6 Dozer 04/30/2024

® Inspector Daily R D Equipment Water Truck 04/30/2024

= Daily Diary O Labeor Operator 2 04/30/2024

= Labor/Equipment O Labar Operator 2 04/30/2024

B Work Activity Te D Labar Labar 2 04/30/2024

+ Billings & Payments 0O Labar Operator 1 04/30/2024

Centract Mcdificati... .. —immman

submittals v mn[T‘ 2 um

Figure 337: List Page

2]

w

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

LAEOR/EQUIPMENT

41 New  [5] Rreports + | Bt Excel import 7 Export ~ | € More ~

|:| g Labor/Equipment nental Description
Excel Import

Excel Export (xls)

Excel Export (xIsx)

SET R ET

No records to display.

w

Excel Template (xlIs)

ol Excel Template (xlsx)

ol Excel Template With Data (xls)

Excel Template With Data (xlsx)

Figure 338: Excel Template With data

3. Click Excel Template With Data (xls) or Excel Template With Data (xlsx) to export the form
details to an Excel workbook.
The Excel workbook template is downloaded to the local storage.
4. To update existing information, perform the following steps:
a. Open the saved Excel workbook.
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The first column named InternallD displays the unique identification code for the
corresponding record of the form.

b. Update form details in the various columns, and delete the records that need not be
updated. For information on column details, refer the corresponding topic on creation of
the form.

Note: Deleting a record from the Excel workbook does not delete the record in the form.

c. Save the updated Excel workbook.

Note: To create new form records, in the same Excel workbook, do not enter information in
the Internal ID column, and enter all other required and mandatory columns.
5. Inthe list page, click Excel Import / Export, and then click Excel Import.

LABOR/EQUIPMENT

.n New [;I Reports - | [“11‘ Excel Impaort / Export ~ | @ More =

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

[ Excel Import

MMddryy B
[ Excel Export (xls) L=

[ Excel Export (xlsx)

No records to display.

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

B Excel Template With Data (xIsx)

Figure 339: Excel Import

The IMPORT DETAILS FROM EXCEL FILE page is displayed.

IMPORT DETAILS FROM EXCEL FILE

'@ Back

Select File : | Choose File | No file chosen
Upload

Figure 340: Import Details from Excel File

6. Click Choose File to select the workbook with updated form information.
The Choose File to Upload dialog box is displayed.
7. Select the required workbook, and then click Open.
8. Click Upload to import form information from the Excel workbook to the form.
On successful import, the success message is displayed.
9. Onencountering errors while importing an Excel workbook, perform the following steps:
a. Inthetoolbar, click Error Log.

IMPORT DETAILS FROM EXCEL FILE

@© Back | g ErrorLog

Figure 341: Error Log Option
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The error log workbook is downloaded to your local storage.
b. Open the workbook to view the errors in the various columns.

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

c. Open the Excel workbook with form information and modify form details.
Optionally, you can make relevant corrections in the error log workbook and upload it.
d. Save and upload the Excel workbook to import the updated information.
10. Click Save.

The items in the uploaded Excel workbook are uploaded to the list page.
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3. Select the 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

lApproved \ . IAdministratoﬂ . ‘ '

Administrator kishor

3 | | |

D Approved Administrator Ramadevi Ramadevi

D Approved Administrator Beale_Administrat... Beale Spencer

Approved Kishor

b 2

g . -8 ® & . T S Y - . ..
« I

nn@: 3Ny snu page 10of8

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

N

Figure 342: Using Filter Option

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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