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

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

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

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

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

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

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

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

www.aurigo.com


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

The Participant Guide helps you get started with the process of creating a contract modification and
quickly navigate through the various key processes of contract modifications.

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

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

Contract Modifications (CM) is an instrument of agreement between FHWA and the contractor for
modifications to the contract. FHWA and the contractor mutually agree to the changes in quantities of
existing items, additions of new items, changes in funding obligations, and modifications to the contract
duration.

You create a contract modification for the following purposes:

e Revisioninitem quantities

e [tem over-runs and under-runs

e Addition of newly identified items
e Change in funding obligations

e Change in contract duration

Additionally, at the end of the contract, you can create balance contract modifications to adjust any
remaining quantities for all contract items. For more information on balance contract modifications, refer
to Construction Contracts — Part C Participant Guide.

The functional flow for the Contract Modifications module is as follows:

1. 3.1. Create a contract modification record.
2. 3.2. Manage contract modification items.
3. 3.3. Approve a contract modification record.

Contract Modifications Permission Matrix

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

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 - -
Engineer

Highway - - Yes - -
Construction

Manager/QAQC

Construction Yes Yes Yes Yes -
Operations

Engineer

Inspector - - Yes - -
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Role Create Edit View Delete Audit Log
Assistant Yes Yes Yes - -

Project
Engineer
Project Yes Yes Yes Yes -
Engineer
Regional Yes Yes Yes Yes -
Engineer
Construction - - Yes - -
Inspection A&E
Manager
Inspector A&E | - - Yes - -
Assistant Yes Yes Yes - -
Project
Engineer A&E
Project Yes Yes Yes - -
Engineer A&E

3.1. Creating a Contract Modification

Prerequisites

* Contract items are locked.

e Approved fund sources must be available.

e An approved Final Pay Estimate record is not available for the contract.

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

Construction Component Lead

Construction Admin Staff

Construction Engineer

Construction Operations Engineer

Assistant Project Engineer

Project Engineer

Regional Engineer

Assistant Project Engineer A&E

Project Engineer A&E

o 0O O 0O O O O o o©o

For more information on role-specific permissions, refer to Contract Modifications Permission
Matrix.
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Based on the types defined in the Contract Modification Type catalog of the library, the Contract
Modifications form enables you to modify the scope of the contract.

While creating a contract modification, in the Contract Modification form, you have the following

options:

¢ New Contract Modification: This is used to make changes in quantities of existing items, additions of
new items, changes in funding obligations, and modifications to the contract duration.
e New Balance Modification: This is used to update item quantities at the end of the contract to adjust

any remaining quantities for all contract items.

Steps

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

PROJECTS
Q, Iypsto search x| v
I‘] Selact Projert
E A Recent Projects

0 SIT - CA ERFO FS LSPDR 2022-1{1)

&

All Projects

PROJECTS

.|',"_'| New [&] Warkflow ~ Lé] Reparts - f‘@ Manage Users [ Mark Offline/Online O More ~

0  Project Code

SITIT NPS GLAC 14(d) & MT NPS- Test GL..

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

SITMT NP5 GLAC 14(4) & MT NP5 GLACIER ...

SITMT NP5 GLAC 14(4) & MT NP5 GLACIER ...

Project Name

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

Rehabilitate Many Gla...

Project Description

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

Reconstruction of 12 ..

Business Unit

Wesrern Federal Lands
Waesrern Federal Lands
Western Federal Lands

Western Federal Lands

Figure 1: Navigation to Projects Module

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

PROJECTS
Q Type o Search K W oA
ﬂ S -CAERIO IS LSO 2023-1T) b

tlj_l "1 SIT - CA ERFD FS LSPDR 2023-1(1)
@ I + Documents
® Documend Search
= Project Reoor: Gallory
 Project Calendar
— Jund Wanagsment
u Projecr Zund st
w Project =und lansactior
® Funding 2ulas
+ Sid sstmale Informaten
+ Eidding

+ Contracts

iy Select Dashboard: s s

Reporl Viewer -

PROJECT DASHBOARD  I*<0J=C 1 U=IAILS

~  Made: Visw ~  flNew _FEdit Tl Delete %} SerAs Default

schadilal srer |

Fidder |19

alterratas |=]

Figure 2: Expanding Projects Folder

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

PROJECTS PROJECT DASHBOARD  PROJSCT DFTAIS
Q yps o seerd ¥ W A I sclectDashbeard: Constrartion Status Repart ~ | Mode: | View ~| Pinew _FEdic T oelete TF setAs Default
I | s ook s LspoR 2023 10, -
E General ontact
- - cntrac —
Workilow Ay, Arcived Hislorc Tervina ] pear® [cSoud avaives
[Jf] TSIT-CAERFOFSLSPDR2023-A(I)(1) & Slalus, oo

. -
@ + Documenls Pruject _]
® Dacument Search

s Project Revorl Gallery

Project Calendar

+ lune Menagemen.

+ Rid Fstimare (nfarmarion
+ Bioding

= Conbraus

— SIT-CATRFD F5 I GPOR 2023-1(1)

+ Lourments

+ Configuratians

m Conlract lems

+ Progrees Tracking

+ Billings & Payments
> m Contracr Madifications

= Submi ttals

Figure 3: Navigation to Contracts

4. Click Contract Modifications.
The CONTRACT MODIFICATIONS list page is displayed.

PROJECTS CONTRACT MODIFCIATIONS
Q Type to Se2arch X v A 2 Workflow ~ L:—'] Reports - @ More =
'x.j . _ = S g :t Modifcation Description  Approved On Amountin §
SIT - CA ERFQ FS LSPDR 2023-1(1) M | 41 New Contract Modification |
rddiv, mee
General ,5] New Balance Contract Madification MM/ddryy, 25
. in contract time 05/01/2024 .00
]E"ﬂ — Cantracrs &
2 Residential Housing 04/23/2024 0.00
@ — SIT  CAERFOF5 LSPDR 2023 ...
O 1 Award Additional Schedule 04/29/2024 3,857.075.50

+ Documenls

+ Configurations

Contract Items

+

Progress Tracking

+

Billings & Payments

Contract Modifications

Submittals

Contracl Reporl Gellery

+

Subcontract

Conrract Closeout Status

Claims

Figure 4: List Page of Contract Modifications Form
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5. Click New, and then click New Contract Modification.
The CONTRACT MODIFICATION DETAILS page is displayed.

CONTRACT MODIFICATION DETAILS  CONTRACT MODISICATION TTMS

[a Sawe & Exit r_"n Save & Continue @ cancel & Workflow ~ L' Select Actions ~
GENERAL

M+ o Original Contract Duration @ 502
(Days)
Original Contract Amount :© 27£3873.23 Original Calendar (Version) : None

Cutrent Contract Amount : | 6,520348.22 Date : 0B/06/2024

Total Overrun : Approval Date : None

Total Underrun : CM Type * Supplernental Agreement
Net Change this €M 1 | 0.00 Affected Work Area @ Gzlect
Contract Amount after Change : £,020948.23 FAR Autharity
CM Initiated By @  FHWA/Other X
Reasan for Change : Othcrx QOther FAR Autharity

e Lk .
Contract Medification @ | Reduce in contracl ime
Description

Description and Location of
Work

CONTRACT TIME

Time Type : Calendar Days Start Date : 10/01/2023

M

Figure 5: Contract Modification Details Page

In the GENERAL section, the following information is displayed:

Construction Part B
Participant Guide

Field Name Description

Original Contract Amount
locked.

The contract amount when the Contract Items list was

Original Contract Duration (Days)
was locked.

The initial contract duration when the Contract Items list

Current Contract Amount

contract modifications.

The current contract amountincludes the amount added to
or deducted from the original contract amount by approved

Thatis, the sum of the Original Contract Amount and the
sum of amounts of all the approved contract modifications.

Original Calendar (Version)

locked contract.

The calendar selected and the calendar version associated
to the contract when Contract Items list was locked.
Displays None if a calendar was not associated with the

Total Overrun

Upon adding the details in the CONTRACT MODIFICATION
ITEMS tab, it displays the sum of all positive changes in
amount from the CONTRACT MODIFICATION ITEMS tab.

Date The current date.

Total Underrun

Upon adding the details in the CONTRACT MODIFICATION
ITEMS tab, it displays the sum of all negative changes in
amount from the CONTRACT MODIFICATION ITEMS tab.

10
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Field Name Description
Approval Date On approval of the contract modification, the date of
approval.

Net Change this CM

Upon adding the details in the CONTRACT MODIFICATION
ITEMS tab, it displays the sum of contract modification
amount.

Contract Amount after Change Contract amountincluding the current contract

modification amount.
That is, the sum of the Current Contract Amount and Net
Change this CM.

In the CONTRACT TIME section, the following information is displayed:

CONTRACT MODIFICATION DETAILS

CONIHACI MODIHCATION 1TEMS

[@) save&Exit [[@ Save&cContinue (X) cancel [ Workflow »  °L" selact Actions +

CONTRACT TIME
Time Type

Current Calendar Days :
Current Calendar (Version) :

Change in Calendar Days :

Description :

: Calendar Days Start Date : 10/01/2023
472 Current Completion Date : 01/14/2025
None Completion Date after Change : 12/15/2024

-30

Figure 6: Contract Time Section

Field Name Description
Time Type e Ifacalendaris selected for the contract, Working Days
is displayed.
e |fno calendaris selected for the contract, Calendar
Days is displayed.
Start Date The date the contract begins as specified during contract

creation.

Calendar Days

Current Working Days / Current e |facalendaris selected for the contract, then based on

the latest version of the calendar selected, the Current
Working Days box displays the number of days
calculated from the selected Start Date to the selected
Current Completion Date of the contract.

e |fno calendaris selected for the contract, the Current
Calendar Days box displays the number of days
calculated from the selected Start Date to the selected
Current Completion Date of the contract.

Current Completion Date The current completion date is current contract end date as

defined in the CONTRACT DETAILS page.

Current Calendar (Version) The calendar and calendar version currently associated

with the contract.

11
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Field Name

Description

Completion Date after Change Itis calculated as: Current Completion Date + (Change in

Calendar Days) or (Change in Working Days)

The FUNDING-SUMMARY section displays the funding details of all the approved Project Fund
List records for the CON type fund sources.

The following information is displayed:

Column Name

Description

Fund Source

The name of the approved project fund source with the CON type
fund.

Fund Category

The category of the project fund source.

Account Number

The account number of the project fund source.

Authorized Amount

The amount authorized for the project fund source.

Remaining Amount

The remaining funds available in the fund source.

6. Inthe GENERAL section, provide the appropriate information in the fields, as described in the

following table:

Field Name

Description

CM#

Enter a unique number to identify the Contract Modifications
record.

CM Initiated By

From the drop-down list, select the appropriate contract
modification initiators.

Available options are FHWA/Other, Contractor, Cooperating
Agency, FHWA/Construction, etc.

The drop-down list displays the active initiators defined in the CM
Initiated By catalog of the library.

Reason for Change

From the multi-select drop-down list, select the appropriate
reasons for the contract modification.

Available options are Administrative / Pen & Ink Changes, Award
Option, Final Contract Closeout, Other, etc.

The drop-down list displays the active reasons defined in the CM
Issue Reasons catalog of the library.

CM Type

Note: Once the record is saved, you cannot modify the selected
option.

From the drop-down list, select the appropriate type of contract
modification.

Available options are Change Order, Supplemental Agreement,
etc.

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

12
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Field Name

Description

Note: If the selected type is Administrative Change, the
CONTRACT MODIFICATION ITEMS tab is not available. It means
you cannot make any modifications to the contract items. You can
change only the funding information and contract time.

Affected Work Area

From the multi-select drop-down list, select the appropriate work
areas affected by the modification.

Available options are active work areas defined in the Area of
Work Affected catalog of the library.

FAR Authority

To select the Federal Acquisition Regulation (FAR) authorities
associated with the contract modification, perform the following
steps:
a. Click
The FAR Authority dialog box is displayed.

FAR Authority x

FARSZ211 18 Variztien in Estmatad Quantity )

Dslacrad ot raral 13

m}

FARSZ21 7/, Option for increased Quartty  eparately Priced Line item

7, Dption 10 Friand Serice

L, Dol

FARS2. Z, Ditfering Sie Conditions

14, Suspers o OF viurk

FARS2.248 3 valuz Lnginsering Constracion

FATE 5224916, Default (Med Price Consruetion]

goooooooooooao

Dter Authoity Authorized under FAR 43,103
m v iems T-13 20 10 ieins
Figure 7: FAR Authority Dialog Box

Available options are active authorities defined in the
FAR Authority catalog of the library.
b. Selectthe appropriate authorities, and then click Select.

on oo

Other FAR Authority

Note: This field is editable if the selected FAR Authority is Other
Authority Authorized under FAR 43.103.

Enter the name of the FAR authority associated with the contract
modification.

Contract Modification
Description

Enter a brief description of the contract modification.

Description and Location of
Work

Enter a description of the modification requested and the location
of work.

In the CONTRACT TIME section, provide the appropriate information in the fields, as described in

the following table:

Field Name

Description

Change in Working Days /

Change in Calendar Days

To extend the duration of the contract, enter the number of extra
days required for the contract.

13
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Field Name Description

Alternatively, to decrease the contract duration, press the Minus Sign
(-), and then enter the number of days to be decreased from the
contract duration.

Description Enter the purpose for the requested change in duration.

8. Inthe KEY DATES section, provide the appropriate information in the fields, as described in the

following table:

CONTRACT MODIFICATION DETAILS  COMIRACT MODIFICATION ITEMS

[E] Save & Exit [_-6 Save & Continue ® Cancel J,:ﬂ Workflow = °&" Select Actions ~

KEY DATES

Date RFP Sent to Contractor @ 01/01/2023
Date PR Signed : MNone
Date SF30 Signed by Contractor : 01/02/2024

Date CM Work Started : 11/01/2024

Date Negotiations Completed @ None
Date SF30 Sent to Contractor for @  None
Signature

Date SF30 Signed by CO :  01/03/2024

Figure 8: Key Dates Section

Field Name

Description

Date RFP Sent to Contractor

Select the date on which the Request for Proposal (RFP) was
sent to the contractor.

Date PR Signed

Select the date on which the PR was signed.

Date SF30 Signed by Contractor

Select the date on which the SF30 was signed by the
contractor.

Date CM Work Started

Select the date on which the contract modification work was
started.

Date Negotiations Completed

Select the date on which the negotiations were completed.

Date SF30 Sent to Contractor for
Signature

Select the date on which the SF30 was sent to the contractor
for signature.

Date SF30 Signed by CO

Select the date on which the SF30 was signed by the
Contracting Officer (CO).

9. To add the details of an issue due to which the contract modification is being created, in the ISSUES

section, perform the following steps:

a. Click Add.

CONTRACT MODIFICATION DETAILS  CONTRACT MCDIFICATION [TEMS

m Save & Exit B Save & Continua ® Cancel J,iﬂ Workflow «

ISSUES

*L’ select Actians ~

E Issue Number Y Issue Description T Areas of Work Affected | Issue Inidated By Y Contractual Effects

Mo records available.
4

Figure 9: Issues Section

14
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The New ISSUES dialog box is displayed.

New ISSUES

Issue Number

Issue Description *

Change in time due
to Issue *

Reason for Issue

Areas of Work
Affected

Issue Initiated By

Contractual Effects of
Issue

Contract Amount
Change due to Issue

Pay Items Affected

The Issue Number field displays the identification number for the issue record.

Negotiation in added work

y’
-30

Other X

Select

FHWA/Qther v

Added Work (Negotiated) X

0.00

e [ conce

Figure 10: New Issues Dialog Box

Construction Part B
Participant Guide

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

Field Name

Description

Issue Description

Enter the details of the issue that occurred.

Change in time due to Issue

contract.

Enter the time impact of the identified issue on the

Reason for Issue

From the multi-select drop-down list, select the

appropriate reasons for the issue.

Available options are Award Option, Final Contract
Closeout, Other, Partnering, etc.

The drop-down list displays the active reasons defined in
the CM Issue Reasons catalog of the library.

Areas of Work Affected

From the multi-select drop-down list, select the
appropriate work areas affected by the issue. Available

15
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Field Name Description

options are Aggregate - Base / Subbase, Aggregate -
Minor, Aggregate - Surface Course, Asphalt - Pavement,
etc.

The drop-down list displays the active work areas defined
in the Area of Work Affected catalog of the library.

Issue Initiated By From the drop-down list, select the appropriate initiator
for the issue.

Available options are FHWA/Construction, FHWA/Other,
Owning Agency, Cooperating Agency, etc.

The drop-down list displays the active initiators defined in
the CM Initiated By catalog of the library.

Contractual Effects of Issue From the multi-select drop-down list, select the effects of
issue on the contract.

Available options are Added Work (Negotiated), Added
Work (Overtime), Administrative Change, Deleted Work,
etc.

The drop-down list displays the active effects of issue
defined in the Contractual Effects of Change catalog of
the library.

Once the pay items are added or modified in the CONTRACT MODIFICATION ITEMS tab, the
following fields are automatically updated:

Field Name Description

Contract Amount Change due | Displays the sum of the pay items amount to which this

to Issue issue record is associated.

Pay Items Affected Displays the pay items' humber to which this issue record
is associated.

c. Click Save.
The details of the issue are added to the ISSUES section. Additionally, the editable cells are
highlighted.
d. Optionally, perform the following steps, as applicable:
e To editanyissue, click the appropriate column of the respective cell and make the necessary
changes.
e Todelete any issue, select the appropriate row, click Delete, and then click OK.
10. Once the pay items are added or modified in the CONTRACT MODIFICATION ITEMS tab, based on
the funding rules assigned to the pay items, in the FUNDING SUMMARY section, the Amount
Change in this CM column is automatically updated with the sum value of the respective items.

16
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CONTRACT MODIFICATION DETAILS  CONTRALT MODIEICATION TEMS
[@ save&Exit [@ Save&Continue () Cancel J Workflow ~ & Select Actions -
FUNDING SUMMARY
158E062301103.440.0N
CONDT 560,458.72 289,727.87 0.00

15F1.06.1505000000
15B6062301103.A40.CN

4

COoNOZ ERFO

2,203,414.61 991,351 .63 0.00

A

CONOZ CRFD B46537188463165 3.857,075.50 3,529,566.05 DD'I;
1586062301103.A40.CN

CONO4 ERFO 0.00 0.00 0.00
15F1 061606000000 4

ATTACHMENTS

g

I e e e L
oo |

4 ]

Figure 11: Funding Summary Section

Optionally, to modify the amount in the Amount Change in this CM column of the appropriate

fund source, click and enter the amount.

Alternatively, to enter a negative amount, press the Minus Sign (-), and then enter the amount.

Ensure the negative value is not less than the Remaining Amount in the fund source.

Note:

* You can enter negative values to represent a reduction of the amount from the account, and
positive values to represent an addition of the amount to the account.

e Suppose a new project fund source is created when the Contract Modifications record is in
the Draft or Submitted workflow status; the new fund source is automatically displayed in the
Funding Summary tab.

e |fthe CM Type is except Administrative Change, the sum of all the Amount Change in this
CM must not be less than the amount required for the contract modification items.

e Afterthe amountis updated in the Amount Change in this CM field and then if any
modifications are made to the items in the Contract Modification Items tab, the Amount
Change in this CM field in the Funding Summary section is automatically updated.

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..

The CONTRACT MODIFICATIONS list page is displayed.

You can now add items and modify existing items. For more information, refer to Section 3.2.
Managing Contract Modification Items.

17
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3.2. Managing Contract Modification Items

The Contract Modifications form enables you to make the following modifications in a locked Contract
Items list:

e 3.2.1.Create a container

e 3.2.2. Add items to a contract modification

e 3.2.3. Add multiple items to a contract modification
e 3.2.5.Import schedules from Acquisitions

e 3.2.6. Change the quantity of an existing item

3.2.1. Creating a Container

Prerequisites

e The CMType is not a Balance Contract Modifications.

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

Construction Component Lead

Construction Admin Staff

Construction Engineer

Construction Operations Engineer

Assistant Project Engineer

Project Engineer

Regional Engineer

Assistant Project Engineer A&E

Project Engineer A&E

o O 0O 0O O O O O o

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

Overview

You can create containers at the root level to create new schedules. Additionally, you can create sub-
containers inside new or existing schedules, if required.
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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 f1New [ workflow ~ [£] Reports ~ fp ManageUsers R Mark Offline/Online () More +
'x.] 0  ProjectCode Project Name Project Description Business Unit
Selact Preject -
T T T T
E A Recent Projacts - . . .
SIT MT NP5 GLAC 14(4) & MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionofi12 ... Western Federal Lands
3l SIT - CA ERFO FS LSPDR 2023-1{1)
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

@

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

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

Figure 12: 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 g Select Dashboard: bs st ~  Mode: | view ~  fIvew _FEdic I Delete £ Set As Default

"} 51 -CAERIO IS LSPDR 2023-141) -

General
E— Haddcier 1114 schadiilal srrer |

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

Alternates |
@_ + Dacuments
= Ducument Search
= Srojnc: Reoort Gallery
u Project Calencar
= lund Managemenl
m Project “und List
w Project -und ransactior
= Funding 2ules
+ gid kslimale Informalion
+ Siddirg

+ Contracts

Figure 13: 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 yps Lo Seerd ¥ W A T selectDashboard: | Consmruction Status Report | Mode: View ~| finew _FEdit T Delete  E} SetAs Default
IY | st caereors Lseor 2023 1) -

Report Viewer

General
i — Business
derklow v Terminal|se] S

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

<Sulucl a Values v

@ + Dowuments

= Dacument Search

m Project Resorl Gellery
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 14: Navigation to Contracts

4. Click Contract Modifications.
The CONTRACT MODIFICATIONS list page is displayed.

PROJECTS CONTRACT MODIFCIATIONS

Q, Type o Search X Vv A @ view [0 Delete [ Workflow ~ *1' selectactions ~ () More ~

m . I D g M # Contract Modifcation Description  Approved On Amount in §
SIT - CA ERFD FS LSPIIR 2023-1{1) -

Reduce in contract time 0.00

4
s

- — Contracts
B *

@ — SIT-CA FREG FS | SPOR 2073- gl Reduce in contract time 05/01/2024 0.00

+ Documents Residential Housing 04/29/2024 0.00

o000

+ Configurations 1 Award Additional Schedule 04/29/2024 3,857,075.50

= Contract Items
+ Frogress Tracking

+ EBillings & Payments

Contract Modifications

Submittzls

Contract Repert Gallery

+ Subcontract

Contract Closcaul Status

Claims

|

.08 a0

Freedom of Information A...

~
[

Reouest for Eouitable Adiu...

Figure 15: List Page of Contract Modifications Form

5. Inthe list page, select the appropriate record, and then click Edit.
The CONTRACT MODIFICATION DETAILS page is displayed.
6. Clickthe CONTRACT MODIFICATION ITEMS tab.
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By default, the containers from the Contract Iltems form are displayed.
41 Mew - save @ Mere -
D Name Line Numher Description Supplemental Description  Unit Quantity UnitPrice ins  Fund Rule
Ik | | T}l (T ) (T Jf LT}l (T 1
ERFO repairs on Black Mountain
[0 @1 schedulea FRoad for MSE Walls, Gabian
Walls and Drainage Flumes.
O @r oar Additional Erfa work
4 >
Total Amount (Sk 0.00
[ <] < RN > | ] Pagge1 a1

Figure 16: Contract Modifications Items Tab

7. Click New, and then click New Container.

CONTRACT MODIFICATION DETAILS  CONTRACT MODIFICATION ITEMS

a New ~ Save j Edit @ View m Delete @, Actions = @ More -

Line Number Description
Add CM ltem

[} Modify Existing Item :| . ‘ ‘. |

=] New Container
[ Add Multiple

J =T OGR Additional Erfo work

Figure 17: New Container Option
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The CONTAINER page is displayed.

CONTAINER

[@ save 2 Exit [§ Save & Continue

Name *:

Description *

Schedule Letter ™
Schedule Construcrion Type *

Option/Base/New *:

MILES

Miles or Km *:
. ®
Lane Miles or Lane Km :

i " *
Trail Miles or Trail km

GIS DETAILS

Ma records availanle.

e
L _____________________________________________________________________________________________J

@ Cancel
QGR
Additonal _E‘nrj,g work

£
¥ b
55061 Repair Bridge - Concrete v

-
() Base

() option
(®) Now

0.65

C.65

©

4 ]
BRIDGE DATA
£}
Bridge Number T Bridge Length Y |  Bridge Square Feet Y | Bridge Construction Type hi v

Figure 18: Container Page

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

Field Name Description
Name Enter a name of the container.
Description Enter a description of the container.

Schedule Letter

From the drop-down list, select a unique letter. Available options
are letters from Ato Z.

Note: You cannot use the schedule letters that are already assigned
for the containers of the following:

e Contract Items

e Award for Later in Bid Opening and Review form

e Current Contract Modifications

Type

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

construction type.

Available options are 20101 Clearing, 20102 Clearing and grubbing,
20301 Removal of bridge, 20401 Grading work only, etc.

The drop-down list displays the active schedule construction types
defined in the Schedule Construction Type catalog of the library.

Option/Base/New Select the appropriate option.

9. Inthe MILES section, provide the appropriate information in the fields, as described in the

following table.

Field Name

Description

Miles or Km

Enter a positive number with up to two decimal places.
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Field Name Description
Lane Miles or Lane Km Enter a positive number with up to two decimal places.
Trail Miles or Trail Km Enter a positive number with up to two decimal places.

10. To add the location details of the container, in the GIS DETAILS section, perform the following

steps:
a. Click Add.
A row is added.
GI5 DETAILS
&
[Qjmsee  T|  imese Y| o Tleemas 7|
O

4 4 4 4

Figure 19: GIS Details Section

b. Inthe Route ID column, enter the route identification number of the location.
c. Inthe Latitude column, enter the latitude coordinates.
Note: You can enter any value within the range of -90 to 90.
d. Inthe Longitude column, enter the longitude coordinates.
Note: You can enter any value within the range of -180 to 180.
e. Inthe Remarks column, enter any remarks, if applicable.
11. To add bridge information, in the BRIDGE DATA section, perform the following steps:
a. Click Add.
A row is added.

BRIDGE DATA

4
0 it et i 7| i T o]
or_ ]

4 4 | P 4

Figure 20: Bridge Data Section

b. Inthe Bridge Name column, enter the name of the bridge.
. Inthe Bridge Number column, enter the number of the bridge.

d. Inthe Bridge Length column, enter the length of the bridge.

Note: You must enter any positive number with up to two decimal places.

e. Inthe Bridge Area column, enter the square feet of the bridge.

Note: You must enter any positive number with up to two decimal places.

f. Inthe Bridge Construction Type column, select the appropriate bridge construction type.
Available options are active bridge construction types defined in the Bridge Construction
Type catalog of the library.
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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.

The container is created.

3.2.2. Adding Items to a Contract Modification

Prerequisites

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

e The CM Type is not a Balance Contract Modifications.

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

o Administrator

Construction Component Lead

Construction Admin Staff

Construction Engineer

Construction Operations Engineer

Assistant Project Engineer

Project Engineer

Regional Engineer

Assistant Project Engineer A&E

Project Engineer A&E

o 0O O 0O O O O o o

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

Overview

The Contract Modifications form enables you to add new items to the locked Contract Items list of a
contract.

When a Contract Modifications record is approved with new items added to it, the contract cost
increases.
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Steps

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

a Iype to Search

Foj

i3l
&

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

Q, Type taScarch X W

ol

511 -CAERIO IS LS DI

PROJECTS

Selart Project

E *

Recent Projecrs

SIT-CA ERFO FS LSPDR 2022-1(1)

All Projects

PROJECTS

Genaral

Uil “71 SIT - CA ERFO FS LSPDR 2023-1(1)

&

+ Doruments

Document Search

Frojoct Reoort Gallery

Praject Calencar

— Jund Managemenl
m Project Sund List
m Project -und Transaction
= Funding Aules

+ Bid sstimale Informalion

+ Biddirg

+ Contracts

X v oA

PROJECTS

4) New  [& Workflow ~  [&] Reports ~

0  Project Cede

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

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

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

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

Po 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 21: Navigation to Projects Module

PROJECT DETAILS

iy Select Dashboard: s s

Furder RREE]

alterrares [~

w  Mode: Vs

Schadilal &rer

v 4] New

_¢ Edit Tl Delete

@ More ~

Business Unit

Western Federal Lands
Western Federal Lands
Western Federal Lands

Western Fecleral Lands

Figure 22: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS

X v A

f‘] SIT CAERFOFS LSPDR 2023 1(1) -
General
[Jf]  "7SIT- CAERFO FS LSPDR 2023-1(1) (1) -
@ + Decumenis

& Dacument Search

= Froject Reourl Gallery

» Project Calendar

+ lunt Management

+ Rid Fstimarz Intormarion

+ Eidding

= Conlracts

— SIT- CATRFQF2 1 5PDR 7023-1(1)

+ Dotuments

+ Contigurarons

= Conlracl lLems

+ Progress T-acking

+ Billings & Cavinents
> m Contract Modiicatians

= Submittalz

4. Click Contract Modifications.

PROJECT DASHBOARD  PROJSCT DFTAI S

TJ select Dashboard: | Comsriction Seatis Repor

Workllos  Aviardod, A cived Hislor o, Terniinal| M
Slalus T
Projecl, v

~  Mode: View Rd

| BEress g avais -

Figure 23: Navigation to Contracts

The CONTRACT MODIFICATIONS list page is displayed.

CONTRACT MODIFCIATIONS

PROJECTS

Q l'ype to Search

f':[ SIT - CA ERFO FS LSPIR 2023-1(1) -
E General
— Conrracts

BB
10

— SIT- CALRFC F5LSPDR 2023-..
+ Documents
=+ Configurations

Contract llems

Progress Tracking

+
+ Billings & Payments

<]

Oa0oao

Contract Modifications

Submirtals

Contract Repart Gallery
+ Subcontract

Contract Closcoul Status

= Claims

Freedom of Information A,

hd
[ ]

Reouest for Eouitable Adiu...

4

M #

4 ;
3

2

1

(<] <K~ |
. 3

X Vv A @ View Tl Delete [# Workflow ~ "&" SelectActions ~ €2 Mora ~
a e

Contract Modifcation Description

MM/ddfyyy| 5

Approved On

Reduce in contract time

Reduce in contract time 05/01/2024
Residential Housing 04/29/2024
Award Additional Schedule 04/29/2024

Figure 24: List Page of Contract Modification

5. Inthe list page, select the appropriate record, and then click Edit.
The CONTRACT MODIFICATION DETAILS page is displayed.
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6. Clickthe CONTRACT MODIFICATION ITEMS tab.

COMTRACT MOSICATION DRE1ALS

41 Hew - @ More -
O name
[0 @1 schedulea

CONTRACT MODIFICATION ITEMS

Line Number Description

ERFO repairs on Black M
Road for MSE Walls, Gabi,

Wialls and Drainags Flum

Additional Erfa work

Unit

Supplemental Description

ountain
an

O @r oar
4
| < > | ]

CONTRACT MODIFICATION DITAIS

Construction Part B
Participant Guide

UnitPrice ins  Fund Rule

i

Quantity

3
Total Amount {5k 0.00

tage1al?

Figure 25: Contract Modification Items Tab

_ Edic

#1 New +

I[} Modify Existing Item
‘ T New Container

I[J Add Multiple

The NEW CONTRACT MODIFICATION ITEM page is displayed.

NEW CONTRACT MODIFICATION ITEM

[ save & Exit [ Save & Continue

Container

%

Pay Item Na.
Line Number “:

Description %

Supplemental Description

Unit

Funding Rule e
Quantity *
Unit Price in$
Amountin$§ :

Complete

Pay ltem Type *

© View

M Delete  § Actions ~+ () More ~
Line Number Description Supplemental Description
: Base A
Option X
Figure 26: Add CM Item

B Save & Create New @) Cancel
Runl/Base A

15210-4000 Clear
AQIO

CENTERLINE, ESTABLISHMENT

MILL ~
Selecl w
100.000 | Sub rem
79.00
7,800.00
-0
N w

Select the appropriate container, and then click New, and then click Add CM Item.

CONTRACT MODIFICATION ITEMS

1Sdccted X

Unit Quantity Unit Price

Select Item from Library =

Standard Item Table :

Ignore Centainers of Standard ltems

5

~

rr4

Figure 27: New Contract Modification Item Page

8. Provide the required information in the fields, as described in the table.

Field Name

Description

Container

By default, the name of the selected container is displayed.
To select a different container to categorize the item, perform the
following steps:
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Field Name

Description

a. Click
The SELECT CONTAINER page is displayed.

SELECT CONTAINER

=-Root
-Schedule A

Figure 28: Select Container Page

b. Click the appropriate container.

Pay Item No.

Enter the item number.

Alternatively, to select an item from the library, perform the following

steps:

Note: By default, the Standard Items Table selected for the projectis

displayed and you cannot change the standard table.

a. Click Select to select an item from the selected standard items
table.
The Please select an item dialog box is displayed.
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.

b. Click anitem, and then click Select.
The Pay Item No., Description, Unit, Pay Item Type, and
Material Incentive of the selected item 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 parentitem.
Description The same description as the
parent item appended with
(Quality).
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Field Name Description
Unit The value as specified for
the parent item.
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 1 is displayed.
Otherwise, the field is blank.
Itis always LPSM for for
Material Incentive

Line Number The fields are blank.
Supplemental
Description
Unit Price in $
Complete
Probable
Quantity
Notes

Pay Item Type The pay item type is any one
of this: 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 line number for the item.
Description Enter the description of the item.

Item description is displayed automatically if you have selected the
item from the library.

Supplemental Description | Enter the supplement description of the item.

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 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 Select the appropriate funding rule for the item.

Available options 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.

If sub-items are added for the item, then this field is not available. For
more information, refer to Section 3.2.4. Adding Sub Items.
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Field Name

Description

Quantity

Enter the required quantity of the item.

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. For more
information, referto Section 3.2.4. Adding Sub ltems.

Unit Price in $

Enter the cost per unit.

If the Unitis LPSM or CTSM, then unit price is defaulted to 1$ and
Quantity field remains editable.

Note:

Suppose you are trying to balance out an extra amount already paid
to the contractor, you can enter negative values as the item unit price
and approve the CM. Once the CM is approved, you can post the item
with negative value through an Item Posting and the Pay Estimates
will consider the values accordingly. The deduction in amount
through the CM is also displayed in the CI.

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

Itis calculated as: Quantity x Unit Price in $

Complete

Select the check box to mark the item as complete.

On marking an item as complete, the item will not be available for
item postings to be processed in a pay estimate.

For more information on item postings, refer to the ltem Postings
section in the M06 Construction Part A PG.

Pay Item Type

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

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

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

Material Incentive

Click Yes if the item involves any incentives for the contractor based
on the quality of the material. Otherwise, click No.

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

Notes

Enter any additional information relevant to the item.

Probable Quantity

Enter the probable quantity for the item.

Probable quantity defines the estimated quantity for a contractitem
to keep a track on the suggested quantity of a contract item and its
actual usage during the construction.

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

Itis calculated as: Probable Quantity x Unit Price in $

If sub-items are added for the item, the Probable Quantity and
Probable Amount of the item is calculated as the sum of all the sub-
items added. For more information, refer to 3.2.4. Adding Sub Items.

9. To associate anissue record with the item, in the ISSUES GRID section, perform the following steps:
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a. Click Add.
A row is added.

ISSUES GRID

1

o

O

1.000
A A

Figure 29: Issue Grid Section

b. Double-click the Issue column and select the appropriate issue record.

Available options are issues defined in the ISSUES section in the CONTRACT MODIFICATION
DETAILS page.

In the Issue Quantity column, by default, the quantity defined for the item is displayed for the first

entry.

Optionally, double-click and enter the item quantity required for the respective issue.

For the subsequent entry, by default, the column displays the difference quantity from the first
entry and the item's Quantity. For example, the item's Quantity is 15 and the Issue Quantity of the
first entry is 5, then the Issue Quantity of the next entry is 10.

Note: To save the record, ensure the sum of Issue Quantity should be equal to item's Quantity.
10. Optionally, in the ATTACHMENTS section, upload or link related files. For information on
attachments, refer to Section 4.1. Attachments.

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

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

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

Click Save & Create New to save the current item and continue creating new items.

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

3.2.3. Adding Multiple Items to a Contract Modification

Prerequisites

The CM Type is not a Balance Contract Modifications.
The role of the logged-in user must be one of the following:

O

O O O O O

Administrator

Construction Component Lead

Construction Admin Staff

Construction Engineer

Construction Operations Engineer

Assistant Project Engineer
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o Project Engineer
o Regional Engineer
o Assistant Project Engineer A&E
o Project Engineer A&E

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

Overview

Instead of adding items one by one, you can add multiple items from the library to the contract
modification at once. This saves time and efforts.

Steps

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

PROJECTS PROJECTS
Q, Iype to Search X W A £ New [ workflow ~ [E] Rreports ~+ 8y ManageUsers B Mark Offline/Online ) More +
i.] 0  Project Code Project Name Project Description Business Unit
Selart Project ~
T T T T
E 4 Recent Projects - . . .
SIT MT NPS GLAC 14(4) & MT NPS- Test GL.. Rehabilitate Mary Gla.. Reconstructionof12 ... Western Federal Lands
Al 51T - CA ERFO FS LSPDR 2023-1(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 NP5 GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
|

Figure 30: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS
Q, Type ta Search X W oA
ﬁ 51 -CAERIO IS LSMDIR 2023-1T) -
E Sonsral

Ll
@

1 SIT- CA ERFD F5 LSPDR 2023.1(1)
+ 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

PROJECT DASHEDARD  I'40J=C1 Lz IAILS

iig Select Dashboard: bis st

Frdrier

altemates

Figure 31: Expanding Projects Folder

[»

~  Made: Visw ~

schadlel strer

41 New

_F Edit TNl Delete £} Set As Default

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

Q
Foj

LK
@

PROJECTS
wps Lo Szarch X v A
ST CAERFOFS LSPDR 2023 1(1) -
General

"SI SIT CAERFO FS LSPDR 2023 1(1) (1) -
+ Documenis
§ Dacument Search
= Froject Reurl Gallery
u Project Calendar
+ lunt Management
+ Rid Fstimarz Intormarion

+ Eidding

= Conlracs

— SIT-CATRFQFS I 5PDR 2023-1(1)

+ Dowuments

+ Contigurarons

= Conlracl ems

+ Progress T-acking

+ Billings & Caviments

m Contract Mogifications

= Submittalz

PROJECT DASHBOARD  PROJFCT DFTAII S

i] Select Dashboard: Constraction Srarus Report

v Mode: Wiew -

contract

wlalus: o .
Projecl |

Figure 32

: Navigation to Contracts
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4. Click Contract Modifications.
The CONTRACT MODIFICATIONS list page is displayed.

PROJECTS CONTRACT MODIFCIATIONS
Q, Typero Search X v A @ view T Delete [# workflow ~ "L SelectActions v €2 More v
m SIT- A ERED £ 1 SBOR 2122-111) - D g CM ¥ Contract Modifcation Description  Approved On Amount in §
E General Mddiyyy| T

-mlj — Contracts . 4 E Reduce in contract time 0.00
- — SIT- CACRFO F5 LSPDR 2023-... |:| 3 Reduce in contract time 05/01/2024 0.00
@ + Documents O 2 Residential Housing 04/29/2024 0.00

+ Configurations O 1 Award Additional Schedule 04/29/2024 3.857,075.50

m Contract ltems

+ Frogress Tracking

+ Billings & Payments

= Contract Modifications

= Submimals

= Contract Report Gallery

+ Subcontract

= Contract Closcoul Status

= Claims

4

Freedom of Information A...

.08 30

Reauest for Eouitable Adiu...

v
L]

Figure 33: List Page of Contract Modifications Form

5. Inthe list page, select the appropriate record, and then click Edit. The CONTRACT MODIFICATION
DETAILS page is displayed.
6. Clickthe CONTRACT MODIFICATION ITEMS tab.

CONIRACTMEGIICATION DEIALS CONTRACT MOBIFICATION ITEMS
41 New - Save () More =
O name Line Number Description Supplemental Description  Unit Quantity Unit Pricein$  Fund Rule

i

ERFO repairs on Black Meuntain

[0 @ schedulea Road far MSE Walls, Gabion
Walls and Drainage Flumes.
O [ oar Additional Erfa work
4 L
Total Amount (Sk 0.00
[ <] < JRN > | ] o111

Figure 34: Contract Modification Items Tab
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7. Select the appropriate container, and then click New, and then click Add Multiple.

CONTRACT MODIFICATION DETAILS CONTRACT MODIFICATION ITEMS

.ﬁ New - Save _ﬂ‘ Edit € View ]Ef Delete @ Actions - '@ More -

Line Number Description
Add CM ltem

l-} Modify Existing Item

= ERFO repairs on Black Mountain

-] New Container

Road for MSE Walls, Gabion
'-II- Add Multiple Walls and Drainage Flumes.
J =T 0GR Additional Erfo work

Figure 35: Add Multiple Option

The ADD STANDARD ITEMS page is displayed.

ADD STANDARD ITEMS
m Save @ Cancel 'Ll Add E Remove

Standard Item list: FP 14 v [2gnore Containers of Standard Items

No Data available.

E] Page 1 of 1,items 0 to 0 of 0.

Figure 36: Add Standard Items

By default, the Standard Items Table selected for the project and Ignore Containers of Standard
Items is selected and you cannot change it.
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8. Click Add.

The Standard Items dialog box is displayed.

Standard Items

C selected of total 3,958

15101-0000
15201 000D
15201-9999
15205-000D
15205-0000
15210-1000
15210-2000
15210-4000
15714-0000
15214-1000
15214 2000
15214-2500
15214-3000

15215-1000

[

nDDDDDDDDDDDDDD

MOBILIZATION

CONSTRUCTION SURVEY AND STAKING

HICIDI TCST PAY ITCM ORDLR

SLOFE. REFERENCE, AND CLEARING AND GRUBBING STAKE

SLOFE, REFERENCE, AND CLEARING AND GRUEBEBING STAKE

CENTERLINE, STAKING

CENTERLINE, VERITICATION AND STAKING

CENTERLINE, ESTAELISHMENT

SURVFY AND STAKING, MISCFIT ANFOUS

SURVEY ANMD STAKING, BRIDGE

SURVEY AND STAKING, RETAINING WALL

SURVLY AND STAKING, RCINFORCED SOIL SLOPC

SURVEY AND STARING, PARKING AREA

SURVEY AND STAKING, APPROACH ROAD

40 w | items

Select Cancel

Figure 37: Standard Items Dialog Box

9. Selectthe required items, and then click Select.
10. Optionally, to remove an item, select the appropriate item, and then click Remove.

11. Click Save.

The items are added to the container selected.

LPSI

LPSM

LNFT

LPSM

MILE

MILE

MILE

MILE

I PSI

LPSM

LPSM

LPSM

LPSM

EACH

No b

1-40 of 3,958 ilems

12.To edit the details of an item, select the appropriate item, and the click Edit.
Except Pay Item No., Description, Pay Item Type, Unit and Material Incentive, you can edit all other
details of the item. For more information on editing the item details, refer to Section 3.2.2. Adding

Items to a Contract Modification from Step 8 to 11.
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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 ltems

Figure 38: Sub Items
The SUB ITEMS page is displayed.

SUB ITEMS

-n New '@' Delete [m Save @ Back

Payltem No. : 15201-0000

A

Item Description : CONSTRUCTION SURVEY AND
STAKING
Y

i oy s e ririe |

Figure 39: Sub Items Page

The SUB ITEMS page displays the following information:

Field Name Description
Pay Item No The pay item number of the item.
I[tem 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 Price in $ The unit price of the item.

Unit The unit of measure selected for the item.

Funding Rule The funding rule selected for the item.
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Field Name Description

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.

Column Name Description

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

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

Fund 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.

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.

. Optionally, to delete an item, perform the following steps:

a. Inthetable, select the appropriate item.
b. Click Delete, and then click OK.

. Click Back to return 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.

3.2.5. Importing Schedule from Acquisitions

Prerequisites

The CM Type is not a Balance Contract Modifications.

In the awarded Bid Opening And Review record, a schedules are added in the Available for Later
Award field.

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

o Administrator
o Construction Component Lead
o Construction Admin Staff
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Construction Engineer
Construction Operations Engineer
Assistant Project Engineer

Project Engineer

Regional Engineer

Assistant Project Engineer A&E
Project Engineer A&E

O O O O O O O

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

Overview

In the Bid Opening And Review record, you can select a few schedules for awarding and add the
remaining schedules for awarding later.

The Contract Modification form enables you to associate those schedules that were saved for awarding
later with the contract.

Steps

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

PROJECTS PROJECTS
Q, Iypeto Search X v A 4lnNew [ workflow ~ [3] Reports +  Bp Manage Users g Mark Offline/Online @ More ~
5 §  Project Cede Project Name Project Description Business Unit
ﬂ Selact Projert - -
L—& A Recent Projects
SIT MT NPS GLAC 14(d) & MT NPS- Test GL.. Rehabilitate Mary Gla.. Reconstructionof 12 .. Western Federal Lands
B SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(d) & MT NPS GLACIER Rehabilitate Mary Gla.. Reconstructionof 12..  Western Federal Lands
@ Al Projects SIT MT NPS GLAC 14(4) 8 MT NPS GLACIER .. Rehabilitate Mary Gla.. Reconstructionof 12... Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NPS GLACIER .. Rehabilitate Many Gla... Reconstructionof 12.. Western Federal Lands
|}

Figure 40: 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  ["0)=C| Uz 1AILS
Q, Type to Scarch X W oA iy Select Bashboard: | bs st ~  Made: View ~  JfINew _FEdit [l Delete %} SetAs Default
"} S -CAERIO IS LSIOR 2043-1(7) -

General
—_— Fadder 1119 Schadulel arer

[Jf] TV ST cAEAFD £S LSPDR 2023.107)

alterrates |
@ + Documents
= Dorument Sedrch
= Frojoct Resart Gallory
B Project Calenaar
= lund Wanagsment
m Project Zund List
m Project -und Iransaction
= Funding 2ules
+ 2id sumale Infurmalion
+ Biddirg

+ Cantracts

Figure 41: Expanding Projects Folder

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

PROJECTS PROJECT DASHBOARD  PROJFCT DFTAIIS
Q, iype Lo Seerct X v A i-ﬂ, Select Dashbeard: Constructlon Starus Report ~  Mode: View - 4,"] New j' Edit E’l Delete 'E‘a Set As Default
I‘] ST CAERFO FSLEFDR 2023 1(1) - -
E Gonerat
—— Cantract -
» Worklluw  Awardod, Archived Hisloric, Termminal | w) F:“‘Y!Lﬁ <Seluc a Value > -
[Ji " SIT-CAERFO FS LSPDR 2025.1(1) (1) - sl — B

e |

Projuel
@ + Dournents 1l ~

Rarumenr Search

IMruject Revorl Callery

Project Calendar

+

lund Management

+

Rid Cstimate Intormarion

+

Bicding

= Conlracs

— SIT-CATRFD F5 | 5POR 7023-1(1)

+ Dacuments

+ Configuratians

= Conlracl llems

+ Progress Tracking

+ Bilings & Payinenis
> m Contract Moditications

= Submtalz

Figure 42: Navigation to Contracts
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4. Click Contract Modifications.
The CONTRACT MODIFICATIONS list page is displayed.

PROJECTS CONTRACT MODIFCIATIONS
Q, 1ype o Search X v A @ view T Delete [l workflow ~ "8 Select Actions v (2 More ~
K'j SIT - CA FRFD 55 1SR 2072-1(1) - D g cMm Contract Modifcation Description  Approved On
E General My E

-Elﬁ — Contracts . 4 . Reduce in contract time
- — SIT-CA EREC FS LSPDR 2023-... O 3 Reduce in contract time 05/01/2024
& + Documents O 2 Residential Housing 04/29¢2024

+ Configurations O 1 Award Additional schedule 04/29/2024

= Contract llerms

+ Frogress Tracking

+ EBillings & Payments

= Contract Modifications

= Suhmimals

= Contract Report Gallery

+ Subcontract

= Contract Closcoul Status

= Claims

A
[

a4

Q8 Qo

Reauest for Eouitable Adiu.

Freedom of Information A.

Figure 43: List Page of Contract Modifications Form

5. Inthe list page, select the appropriate record, and then click Edit.
The CONTRACT MODIFICATION DETAILS page is displayed.
6. Clickthe CONTRACT MODIFICATION ITEMS tab.

CONIRACT MODINCATIC
£ New - Save
O Name

[J #1ro Schedule s

JNDFIAILS  CONTRACT MODIFICATION ITEMS

2 More ~

Construction Part B
Participant Guide

Amount in $
0.00
0.00
0.00

3,857,075.50

Line Number Description Supplemental Deseription  Unit Quantity Unit Price in$  Fund Rule

ERFO repairs on Black Mountain
Road for MSE Walls, Gabion

Wills and Drainags Flumes.

a I oer Additional Erfa work
4
IR on

Figure 44: Contract Modification Items Tab
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7. Click New, and then click Import Schedule from Acquisitions.

CONTRACT MODIFICATION DETAILS CONTRACT MODIFICATION ITEMS

.EI New ~ Save @ More ~

Line Number
+J Add CM Item

[:* Modify Existing Item .

T=1 New Container

Dl Import Schedule from Acquisitions

I[1 Add Multiple

Figure 45: Import Schedule from Acquisitions Option

The Select Schedule Letter dialog box is displayed.

Select Schedule Letter X

Schedule Letter b d

&

v

Y
gooog - -

Figure 46: Select Schedule Letter Dialog Box

Available options are schedules that are added in the Available for Later Award field in the
awarded Bid Opening And Review record and not associated with any other contract
modification.

8. Clickthe appropriate schedule, and then click Select.
The selected schedule is added to the items page.
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9. To edit the details of an item, select the appropriate item, and the click Edit.

CONTRACT MODIFICATION DETAILS  CONTRACT MODIFICATION ITEMS

.CI New « _{o“ Edit | @ View E Delete

D Name

O [ BaseA

|:| [T optienX

D B OptienY

v [; 15101-0000
O I 152010000

O [ 152141000

Line Number

Y0015

Y0023

Y0031

% Actions ~ @ Maore ~

Description
Base A
Option X
OptionY

MOBILIZATION

CONSTRUCTION SURVEY AND
STAKING

SURVEY AND STAKING, BRIDGE

Figure 47: Edit ltem

You can edit only the following details of the item:

e Supplemental Description
e Funding Rule

e Quantity

e UnitPricein$

e Complete

* Notes

e Probable Quantity

e |ISSUES GRID section

15elected X

Supplemental Description Unit

LPSM

15201-0000 Supplemental

LPSM
Description
15214-1000 Supplemental

Description

LPSM

Construction Part B
Participant Guide

For more information on editing the item details, refer to Section 3.2.2. Adding Items to a Contract
Modification from Step 8 to 11.

3.2.6. Modifying Existing Item Quantity

Prerequisites

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

©c O O 0O 0O O O O

Administrator

Construction Component Lead

Construction Admin Staff
Construction Engineer

Construction Operations Engineer

Assistant Project Engineer
Project Engineer
Regional Engineer
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o Assistant Project Engineer A&E
o Project Engineer A&E

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

Overview

You can modify the quantity and probable quantity of an existing contract item to either increase the
quantity or decrease it. You can define the modification (increase or decrease) in quantity by entering the
value of change.

To remove an item completely, the Change in Quantity should be decreased by the same value as the
remaining quantity of the item. By doing so, the quantity of the contract item becomes zero once the
contract modification is approved. Also, if there is a change in unit price, you can update the remaining
quantity of the item as zero and create a new item with the new unit price.

In addition to the quantity, you can also modify the item details, such as Supplemental Description,
Funding Rule, Unit Price in $, Complete, Material Incentive, and Notes.

Steps

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

PROJECTS PROJECTS
Q, Iypz to search X| W A f)New [ wWorkflow ~ [£] Reports + 8y Manage Users [y Mark Offline/Online ) More ~
i.] §  Project Code Project Name Project Description Business Unit
Selart Projerr - -
A Recent Projects
SITMT NP5 GLAC 14(d) & MT NPS- Test GL... Rehabilitate Many Gla.. Reconstructionof 12 .. Wesrern Federal Lands
A SIT- CA ERFO FS LSPOR 2023-1{1)
SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
@ All Projects SITMT 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 48: 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  '40)=C1 Dz 1AL

Q, Type to Search X W A iy Select Dashboard: bisse ~  Mode: View ~  fINew _FEdit [ Delete %} SetAs Default

I‘] 51T~ CAERMQ 5 LSPDR 2023-1(1) -

& Genaral
— Bidelor 1142 Schuodaleluler ‘

m]ﬂ " 5IT - €A ERFO 75 LSPDR 2023-1(1)

AlEmATRS [pal
,@ k + Documents
= Nacument Search
u Project Regort Czllery
= Frojcl Calenoar
= Fund Management
® Project =und List
= Project fund Transaction

m Funding Rules

+

Sid zstimale Informslion

+

Bicidirg

+

Contracts

Figure 49: Expanding Projects Folder

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

PROJECTS PROJECT DASHBOARD  PROJFCT DFTANS
Q iype o Seerch X v A ‘11 Select Dashbeard: Coastricrion Starus Repors ~ . Mode: View ~ .{,‘] New j? Edit m’ Delete 'E‘a Set As Default
f'] SIT CAERFOFS LSFDR 2023 1(1) - .
E General
_— Centract . —
. Workllaw  Avardod, A dived Hilorc Teovinal ] peat = [cSed avauer
[J] ™7 SIT-CAERFO FS LSPDR 2023-1(1) (1) - LAl - :

@ + Derumenls Pt :I
® DRacumens Search

= Project Resorl Gallery

u Project Calendar

+ lunt Management

+ Rid Mstimats (nfarmation

+ Eicding

— Conlrals

= SIT-CATREOFS | SPOR 2023-1(1)

+ Dowments

+ Configurations

= Conlract lems

+ Progress Tracking

+ Billings & Payments
> m Contract Monifications

= Submitalz

Figure 50: Navigation to Contracts
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4. Click Contract Modifications.
The CONTRACT MODIFICATIONS list page is displayed.

PROJECTS CONTRACT MODIFCIATIONS
Q, Type o Search X Vv A @ view Ul Delete [ workfiow ~ *L' SelectActions ~ € More ~

1 M # Contract Modifcation Description  Approved On Amount in
o SIT- CA FRFD F5 LSBIR 2023-1(1) - O e ¥ F &

Reduce in contract time 0.00

4
s

- — Contracts
B *

@ — SIT-CA FRECIFS | SPOR 2073- gl Reduce in contract time 05/01/2024 0.00

+ Documents Residential Housing 04/29/2024 0.00

o000

+ Configurations 1 Award Additional Schedule 04/29/2024 3,857,075.50

= Contract Items
+ Progress Tracking

+ EBillings & Payments

= Contract Modifications

= Submitals
= Contract Repert Gallery

+ Subcontract

Contract Closcaul Slatus

= Claims

|

og - ao
. 2

Freedom of Information A...

~
[

Reouest for Eouitable Adiu...

Figure 51: List Page of Contract Modifications Form

5. Inthe list page, select the appropriate record, and then click Edit.

6. Clickthe CONTRACT MODIFICATION ITEMS or BALANCE CONTRACT MOD ITEMS tab, as
applicable.

7. Perform either of the following, as applicable:
e For a Contract Modification, click New, and then click Modify Existing Item.

CONTRACT MODIFICATION DETAILS CONTRACT MODIFICATION ITEMS

.EI New ~ Save @ Maore ~

Line Number
4] Add CM Item

|C— Modify Existing Item

T-1 New Container

n Import Schedule from Acquisitions

I[1 Add Multiple

Figure 52: Modify Existing Item Option
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For a Balance Contract Modification, select the appropriate item, and then click Edit.

BALANCE CONTRACT MODIFICATION ITEMS

@ More ~

Description

BALANCL CONTRACT MODIFICATION DCTAILS

New ~ Save _0‘ Edit | @ View Delete @7 Actions ~

D Name

Supplemental Description

Line Number

ERFQ repairs on Black Mountain

D B~ Schedule A Road for MSE Walls, Gabion

Walls and Drainage Flumes.

= B} 15101-0000 S A0020 MOBILIZATION
CONSTRUCTICN SURVEY AND
O = [} 152010000 ADD40
STAKING

Figure 53: Edit Item
The MODIFY EXISTING ITEM page is displayed.

MODIFY EXISTING ITEM

[EJ Save & Exit L'B Save & Continue @ Cancel
. A
Container Root/Base A
Pay Item No. *:  15214-1000 Clear
Line Number *:  A0505
Description *: SURVEY AND STAKING, BRIDGE
Vs
Supplemental Description
Y
Unit " LPSM ~
Funding Rule "1 100% CONO1 ~
Change in Quantity 0.000
Unit Pricein $ 1.00
Amountin$ 0.00
Complete : []
*
Pay Item Type @ N hd
Material Incentive : () Yes @ No
Notes a
v
>

< —

Figure 54: Modify Existing ltem Page
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8. Provide the required information in the fields, as described in the following table.

Field Name Description

Pay Item No. Note: This field is applicable only for Contract Modification.
To select the item to modify its quantity, perform the following
steps:
a. Click

The list of all items is displayed.

Please select an Item X

PayltemNo. Y Description Y PayitemTy.. Y Materialinc.. T
S1U1 500 MOBILIZA TON LPah H Nu -
1E214-1000 SURVEY AND STARING, R DCF [Rectiy 2] Na
20101-2000 AGGREGATE BASE GRADINC D Tk HW
LI BERUERA] MEERLGA L BASL GHALING € 12 INCH DR 1 ) MM yo5
20101-2000 AGGRFCATF RASS GRADING D (Qualiny [Rectiy M Na
40101 D0ED ASPHALT CONCRLIL FAVLMLNL GYRATORY MUK NG 2 5ILVE NOMNALMAX . 10K A Yos
20102-0500 AGGRFGATF BAST GRARING €, 12-INCH DFPTH [ict? oM Na
A0131-0080 ASPHALT CONCRETE FAVEMENT, CYRATORY KX, NO . A SIEVE NORM WAL MAX . LPER oM Ny
MOBILIZA TION LPsh M Mo
CONSTRUCTION SURVEY ARD STAKING [ty H Na
SLOPL, ROFLALNCL CLLARING AND G HULBING S1AKL MILL M Nu
AGGRFGATE BAS® GRADING C TOM M Wes
201011000 AGGREGATE BASS GRADING € (Qusliy) LrEh QM N
152U3 D000 CONTRACTOR QUALITY CONTROL MANAGLR MO M Nao -
gEEgg - e -
[ 5o J concl |

Figure 55: Please select an item dialog box

b. Click the required item, and then click Select.
The Container, Line Number, Description, Supplemental
Description, Unit, Funding Rule, Unit Price in $, Pay Item
Type, and Material Incentive of the selected item are
displayed.
Supplemental Description By default, the supplemental description of the item from the
Contract Items page is displayed.
Optionally, you can enter the appropriate description for the
item.
Funding Rule By default, the funding rule associated with the item in the
Contract Items is displayed.
Optionally, from the drop-down list, select the appropriate
funding rule.
Available options 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.
If sub-items are added for the item, then this field is not
available. For more information, refer to Adding Sub Items in
MO06 Construction Part A-PG.

Change in Quantity Note: In case of Balance Contract Modification, the Change in
Quantity field displays the quantify as defined in the approved
Item Posting for the item.

To increase the quantity of the selected item, enter the quantity
that is additionally required.
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Field Name

Description

Note: If the quantity is increased through Balance Contract
Modification and the record is saved the Complete check box
gets unchecked.

To decrease the quantity of the selected item, press the Minus
sign (-), and then enter the quantity to be decreased from the
current locked quantity of the item in the contract. The value
must be within the range of the remaining quantities of the items
being posted.

To remove the item from the contract item list, press the prefix
the value with a sign (-), and then enter the item quantity
remaining in the contract after approved item postings.

If sub items are associated with the item, you can modify the
quantity of the item by editing the quantities of the sub items.
For more information, refer to Modifying Sub Items in M06
Construction Part A - PG.

Complete

Select the check box to mark the item as complete.

Note: On approving a Balance Contract Modification, all the
items in the Contract Items page are automatically marked as
Complete.

Notes

Enter any notes for the change in quantity of the item.

Probable Quantity

By default, the probable quantity as defined in the contract
items is displayed.

Optionally, enter the appropriate probable quantity.

Once the record is approved, the same quantity is updated in
the Contract Items form.

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

10. 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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3.2.7. Modifying Sub Items
Overview

You can modify the details of a sub-item, such as quantity, probable quantity, description, fund rule, and

notes.
Steps

1. Perform either of the following as applicable:
e |fyou are onthe CONTRACT MODIFICATION ITEMS page, select the appropriate item, click

Actions, and the click Sub Items.

CONTRACT MODIFICATION DETAILS  CONTRACT MODRIFICATION ITEMS

.ﬁ New ~ Save _5 Edit © View ]Ef Delete @7 Actions ~ @ More ~

D Name Line Nun otion
E‘ Sub items

—

D [T BaseA Base A
O [~ optionXx Option X
D B optiony Option ¥
(| [ 15101-0000 Y0015 MOBILIZATION
. CONSTRUCTION SURVEY AND

[} 15201-0000 + Yooz

STAKING
O [ 152141000 Y0031 SURVEY AND STAKING, BRIDGE

Figure 56: Sub Items Option

e |fyou are onthe item's details page, corresponding to the Quantity field, click Sub Items.

Quantity : 1.000 |Sub ltems

Figure 57: Sub Items Options
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The SUB ITEMS page is displayed.

SUB ITEMS

.ﬁ New '@' Delete m Save @) Back

Pay Item No. : 15201-0000

#

Item Description : CONSTRUCTION SURVEY AND
STAKING

7

T T

Figure 58: Sub Items Page

The SUB ITEMS page displays the following information:

Field Name Description
Pay Item No The pay item number of the item.
Iltem Description The description of the item.

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.

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

Column Name Description

Quantity To increase the quantity of the sub-item, enter the quantity that is
additionally required.

To decrease the quantity of the sub-item, press the Minus sign (-), and
then enter the quantity to be decreased from the current locked
quantity of the item in the contract. The value must be within the range
of the remaining quantiies of the items being posted.

Notes Double-click and update the notes.

Fund Rule Double-click and select the appropriate funding rule for the sub- item.
Options available are approved funding rules defined for the project.
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Column Name Description

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

Probable Qty To increase the probable quantity of the sub-item, enter the quantity
that is additionally required.

To decrease the probable quantity of the sub-item, press the Minus sign
(-), and then enter the quantity to be decreased from the original locked
quantity of the item in the contract.

3. 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.

4. Click Backto return 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. Approving a Contract Modification Record

Prerequisites

Based on the workflow status of the record, the user must be assigned any of the following roles:

o O O 0O 0 0O O O O O

Administrator

Construction Admin Staff
Construction Component Lead
Construction Engineer
Construction Operations Engineer
Assistant Project Engineer
Assistant Project Engineer A&E
Project Engineer

Project Engineer A&E

Regional Engineer

Overview

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

To move a Contract Modifications or Balance Contract Modifications 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

Q, Iypsto Search ®| v
ﬂ Selact Projert

E A Recent Projecrs

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

@

All Projecrs

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

PROJECT DASHBOARD

PROJECTS

Q Type o Scarch xoOow oA

ﬁ S -CAERID IS LSMDR 2023-1T) -

[ ~VsIT- caERFD =5 LSPDR 20231(1)

Genaral

@ + Documents

= Docuinent Search

= Frojoct Recor: Gallory

u Project Calenaar

= lund Wanagsmenl
m Project Sund List
w Project =und ansaction
= Funding 3ules

+ 5id sstimale Informalion

+ Bigding

+ Contracts

ridder RREC]

PROJECTS

41 New [ workflow ~  [£] Reports

@ Project Code
SIT MT NPS GLAC 14(4) & MT NPS- Test GL..
SIT MT NP5 GLAC 14(4) 8 MT NPS GLACIER ...
SITMT NP5 GLAC 14(4) B MT NPS GLACIER ...

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

fh Manage Users

Project Name

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

Rehabilitate Many Gla...

P& Mark Offline/Online

Project Description

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

Reconstruction of 12 .

Figure 59: Navigation to Projects Module

PHOJECT DETAILS

iy Select Dashboard: | bs st ~

sthedila srer

alterrates =]

Figure 60: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJECT DFTAIS
Q yps o seerd ¥ W A I sclectDashbeard: Constrartion Status Repart ~ | Mode: | View v Pimew _FEedic T Delete %% setAs Default

General
- Centrack
okl

kel
[f] “SIT-CAERFOFSLSPDRZOZZA(II() A& s

@, + Documenls
® Dacument Search
5 Iroject Reporl Gallery
» Project Calendar
+ lune Menagemen.
+ Rid Fstimare (nfarmarion

+ Bioding

= Conbraus

— SIT-CATRFD F5 I GPOR 2023-1(1)

+ Lourments

+ Configuratians

m Conlract lems

+ Progrees Tracking

+ Billings & Payments
> m Contracr Madifications

= Submi ttals

Figure 61: Navigation to Contracts

4. Click Contract Modifications.
The CONTRACT MODIFICATIONS list page is displayed.
5. To approve the 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.
Admin Staff CONTRACT MODIFCIATIONS
e Construction J Edit  © view Tl Delete [ Workflow ~ (& Mail Merge =
Component Lead O 0 coms Contract Modifcatic - Approved On
e Construction | MMy B
Engineer | 4 i Reduce in conract time
e Construction 0O 3 Reduice in contract time 05/01/2024
Operations Figure 62: Workflow Action — Submit
Engineer
* Assistant Project | b. Click Submit, and in the Masterworks dialog box, click OK.
Engineer The workflow status of the record is set to Submitted.
e Assistant Project
Engineer A&E
2 e Administrator Note:
e Construction To move the Balance Change Modification record to the
Admin Staff Approved workflow status, ensure the following conditions are
e Construction met:
ComponentLead | © The Date SF30 Signed by CO field is updated. However, this
e Construction condition is not mandatory if the CM type is Administrative
Operations Change.
Engineer
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Phase

Role

Workflow Steps

The Miles and Lane Miles fields are updated for all the
schedules.

In the list page, select the appropriate record thatis in
the Submitted workflow status, and then click Select
Actions.

CONTRACT MODIFCIATIONS

Edit @ view [ Delete [#] workflow v | "' selectactions v | [81 Mail Merge v

7
|:| Y CM # Contract Modifcatic Approved On

ReDraft

Reduce in contract |

4
O 3

Reduce in contract time 05/01/2024

Figure 63: Workflow Action — Approve

b. Click Approve, and in the Masterworks dialog box, click

OK.
The workflow status of the record is set to Approved.

3.4. Contract Modifications Workflow Status

The following table provides the workflow status (current and subsequent status) of the Contract
Modification and Balance Contract Modification records.

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 Assistant
Project

e Engineer

e Assistant

e Project corresponding to
Engineer A&E this workflow status
e Construction can edit the record.
Admin Staff Note: The following
e Construction fields must be filled,
Component else,
Lead Masterworks throws
e Construction an error:
Engineer * Quantity

moved to the
Submitted workflow
status, only action
stakeholders

e Unit Price
* Funding Rule
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Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
e Construction e Line Number
Operations
Engineer
e Project
Engineer
e Project
Engineer A&E
¢ Regional
Engineer
2 Submitted e Administrator | ReDraft Draft -
* Construction | Approve Approved To perform this

Admin Staff
e Construction
Component
Lead
e Construction
Operations
Engineer

workflow action,

ensure the following

conditions are met:

e The Date SF30
Signed by
COfieldis
updated.
However, this
condition is not
mandatory if the
CM type s
Administrati ve
Change.

e The Miles and
Lane Miles
fields are
updated for all
the schedules.

On approval of a

Contract

Modifications

record, the following

changes occur:

e Associated
contract
modification
items are added
or modified in
the Contract
Items list and the
value of the
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Phase

Current
Workflow
Status

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

contract amount
is adjusted
accordingly.

e Approved
Project Fund
Transaction
record are
automatically
created for the
values updated
in the Amount
Change in this
CM column
in the FUNDING
SUMMARY
section.

On approval of a

Balance Contract

Modifications

record, the following

changes occur:

e Associated
contract
modification
items are
modified in
the Contract
Iltems list and
the value of
the contract
is adjusted
accordingly.

e Thels
Complete
column in the
Contract
Iltems
page is
automatically
selected for
all items.

e Approved
Project Fund
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Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status

Transaction
record are
automatically
created for
the values
updated in
the Amount
Change in
this CM
column

in the
FUNDING
SUMMARY
section.

3.5. Generating Contract Modification Reports

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

Administrator

Construction Component Lead
Construction Admin Staff
Construction Engineer

Highway Construction Manager/QAQC
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

o 0 O o o O O o 0o o o o o o

Overview

You can generate various Contract Modification reports that illustrate various information views. These
reports enable various project and contract stakeholders to stay up-to-date on the status of the contract
modification.

58



Federal Highway Construction Part B
Administration Participant Guide

Steps

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

PROJECTS PROJECTS
Q, Iype to search ¥ v A 41 New [H workflow ~ [3] Reports +  8p Manage Users g Mark Offline/Online € More ~
i_] 0  ProjectCode Project Name Project Description Business Unit
Selact Project -
T hi T T
E 4 RecentProjects - . . .
SIT MT NPS GLAC 14(4) 8 MT NPS- Test GL.. Rehabilitate Marny Gla.. Reconstructionof 12...  Western Federal Lands
B SIT- CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) 8 MT NPS GLACIER .. Rehabilitate Many Gla.. Reconstructionof 12... Western Federal Lands
@ All Projects SIT MT NP5 GLAC 14(4) B MT NPS GLACIER .. Rehabilitate Many Gla.. Reconstructionof 12...  Western Federal Lands
SIT T NP5 GLAC 14(4) B MT NP5 GLACIER .. Rehabilitate Many Gla.. Reconstructionof 12... Western Federal Lands
|}

Figure 64: 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)=C | Lo [AILS
Q Type tosearch ¥ W A g select Dashboard: | b s ~  Made: Visy v fInew _FEdit [ Delete % SetAs Default

Gensral
—_— Haricier |11 schadulal arrer | |

[J] =7 ST CAERFD £5 LSPDR 2023107) alermates ~

@ + Noruments
= Document Search
= Froject Resart Gallory
= Project Calendar
— lund Managzmenl
m Project Zund List
m Project -und Transaction
= Funding Aules
+ 8id sstimale Infurmalion
+ Bigdirg

+ Contracts

Figure 65: Expanding Projects Folder
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3. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS PROJECT DASHBOARD  PROJFCT DETAI S
Q yps o seerd ¥ W A I sclectDashbeard: Constrartion Status Repart ~ | Mode: | View ~| Pinew _FEdic T oelete TF setAs Default
I | s ook s LspoR 2023 10, -

General

[f] “SIT-CAERFOFSLSPDRZOZZA(II() A&

Busiress
wrnae] B o v

B oo “
® Dacument Search
5 Iroject Reporl Gallery
» Project Calendar
+ lune Menagemen.
+ Rid Fstimare (nfarmarion

+ Bioding

= Conbraus

— SIT-CATRFD F5 I GPOR 2023-1(1)

+ Lourments

+ Configuratians

m Conlract lems

+ Progrees Tracking

+ Billings & Payments
> m Contracr Madifications

= Submi ttals

Figure 66: Navigation to Contracts

4. Click Contract Modifications.
The CONTRACT MODIFICATIONS list page is displayed.
5. Inthe toolbar, click Reports, and then click the appropriate report.

CONTRACT MODIFCIATIONS

.ﬂl New « Eﬂ Workflow + - Reports = @ More -

0 CM # Approved On
O @ PP
E:- Contract Modification Report

MM/ddryyy| Exp
‘ E CM Affected Pay Item Report Y| B

O 4

O 3 Reduce in contract time 05/01/2024
D 2 Residential Housing 04/29/2024
O 1 Award Additional Schedule 04/29/2024

Figure 67: Contract Modifications Report
The report is generated and displayed.
You can generate the following reports:

* CM Affected Pay Item Report
e Contract Modification Report
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4. Appendix

4.1. Attachments

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

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

4.1.1. Attaching a File to a Form

4.1.2. Attaching a File to a Workflow

4.1.3. Accessing and Downloading Attached Files

4.1.4. Deleting Attached Files

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

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

The Project Fund List form is used for illustration purposes.
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 ~ *L" Select Actions ~ + ¥
ALLULIIL NGRS - 101 OUSSUL/ ZU 1L OSULLINGY / UULUS | =
Account Priority : CONO3-CONO04 ~
Authorized Amount (S) : 0.00
Expended Amount (S) : 0.00
Probable Expenditure (S) : 0.00
Remaining Amount ($) : 0.00
Notes -
v
ATTACHMENTS
W = e
[ [ v omcumenen Jorvis [ e [ominsesns oottt e
No Attachments available
v
< Ld

Figure 68: Using Upload Document Option
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The Open dialog box is displayed.

e Open

¢© 2y P

Construction Part B
Participant Guide

"« FHWA > Publishe... v (@] Search Published PDF »

Organize ~ New folder

% Home

il Desktop @
& Documents #
¥ Downloads #
PN Pictures >
& Music -

B videos E

File name: |

Name

@ A01_Library_Management_PG_ditamap-10001-..,
@ A01_Library_Management_PG_ditamap-10002-...
[}] A01_Library_Management_PG_ditamap-10002-..,

@ A01_Library_Management_PG_ditamap-10004-...

A01_Library Management_PG_Draft

Adding_an_Engineers_Estimate_Item _dita-1000..

Adding_an_Engineers_Estimate_|tem_ditaAddin...

Figure 69: Open Dialog Box

All files

-3 0

Date modified

5/24/2023 3:08 PM

5/25/2023 5:23 PM

9/25/2023 523 PM

5/30/2023 11:04 AM

5/29/2023 10:06 PM

6/21/2023 12:29 AM

6/15/2023 1:03 PM

Open Cancel

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

3. Click Open.

e Open
“« = b T T % FHWA > Publishe... e c Search Published PDF 2
Organize ~ New folder = - 0 a
£ Home Name & Date modified
AD1_Library_Management_PG_ditamap-10001-...  5/24/2023 3:08 PM
(%] A01_Library_Management_PG_ditamap-10002-...  5/25/2023 5:23 PM
Bl Desktop » E:I AD1_Library_Management_PG_ditamap-10002-...  5/25/2023 523 PM
E pocuments # AQ1_Library_Management_PG_ditamap-10004-...  5/30/2023 11:04 AM
‘_\L_ Downloads AD1_Library_Management_PG_Draft 5/29,/2023 10:06 PM
E Pictures » Adding_an_Engineers_Estimate_ltemn_dita-1000... 6/21/2023 12:29 AM
@ Music » Adding_an_Engineers_Estimate_ltem_ditasddin..  6/15/2023 1:03 PM
u Videos - —
File name: | ~ | Al files
Open Cancel

Figure 70: Open Option
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The files are uploaded to the form and displayed in the Attachments section.

4. The name of the file is updated in the Title column. Optionally, in the Title column, enter the tiles
for the files attached.

PROJECT FUND LIST

m Save & Exit L‘S Save & Continue @ Cancel [# Workflow ~ °&" Select Actions ~ * A
ALLUUIL INUIIver . (ISR ROIVE VAP AVEINST VA NL B FAVIVAVE S a
Account Priority : CONO03-CONO4 ~
Authorized Amount ($) : Q.00
Expended Amount ($) : 0.0C
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00

Notes :

ATTACHMENTS

EI i [ [t [iprns [ |

Fund Managementin
FHWA.docx

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

Figure 71: Uploaded File
Linking a File to a Form
You can link a file to a form using any of the following options:

e Masterworks Document: This option enables you to link files available in the document folders of a
project or contract. The document folders are available based on the selected document folder
structure in the Project Details page.

Note: This option helps users avoid uploading the same files multiple times in a project.

e Upload and Link New Document: This option enables you to upload new files to the document
folders of a project or contract and link them to the respective form. The document folders are
available based on the selected document folder structure in the Project Details page.

Note: This option helps users upload new files into the document folder structure from the respective
form without navigating to the document folder.

Note: The Upload and Link New Document option is the most preferred and used method to link

files to a form by the FLH team.
e External Document: This option enables you to link files from an external location.
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Linking a File to a Form — Masterworks Document Option

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

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

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

Account Priority : CONO03-CON04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes =

Y%

ATTACHMENTS

oL

0 v oo [oon [ [y [ e

No Attachments available

Link Document Upload Document

4

4

Figure 72: 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 73: Link Document Dialog Box
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2. Click Masterworks Document.

Link Document X

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

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

Figure 74: Using Masterworks Document Option

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

Link Document X

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

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

Clear Search
I e N N

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

Figure 75: List of Documents

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

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

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

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

‘ Clear Search
Iil e

No Link available

Figure 76:Using Search Option

You can specify search criteria such as the extension of the file type, the date or time the file was
uploaded, the name or title of the file, or the username of the user who uploaded the file.
e Optionally, to view all the files in the selected folder, click Clear Search.

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

PROJECT FUND LIST
[a Save & Exit [-6 Save & Continue ® Cancel B Workflow v  *2* Select Actions + + 3
a
Account Priority : CONO3-CONO4 W
Authorized Amount (S) : 0.00
Expended Amount (S) : 0.00
Probable Expenditure (S) : 0.00
Remaining Amount (S) : 0.00

Notes @

ATTACHMENTS

o = &

E s i m St m

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

Fund Management in
FHWA.docx

Upload Document

4

Figure 77: Linked Document

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

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

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

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

1. Inthe Attachments section, click Link Document.

PROJECT FUND LIST

[a Save & Exit B Save & Continue @ Cancel &T Workflow v~ "&" Select Actions ~ + ¥
AMULUUIIL INUIIET .« 131 OUSDSUL S 20 1. 064U.IN.Y / UULUS, | a

Account Priority @ CONO3-CON04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure (S) : 0.00

Remaining Amount ($) : 0.00

Notes : -

Y%

ATTACHMENTS

(=2

0 s [ [ [ owmty opss [ee

No Attachments available

Link Document Upload Document

v
4 >
Figure 78: 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 79: Link Document Dialog Box
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2. Click Upload and Link New Document.

Link Document X

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

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

Figure 80: Using Upload and Link New Document Option

3. Inthe Folder drop-down list, select the appropriate folder to upload files.
4. Click OK. A confirmation dialog box is displayed.
5. Click OK. The New Document page is displayed.

NEW DOCUMENT

[a Save & Exil
W

sy

@ Cancel

Title : FHWA Restoratinn of Northem Rz

New Document Select files

Template Document  © [7] (Usec as Template Decument for Mall Merge)

Workflow : Nons V‘

Figure 81: 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:

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

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

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

Account Priority : CONO03-CON04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes : =

ATTACHMENTS

oL

0 v o [oton [ [y [ e

No Attachments available

Link Document Upload Document

4

4

Figure 82: Using Link Document Option

2. Click External Document.

Link Document X

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

UrlrLink @ https://

Title :

Figure 83: Using External Document Option

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

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

o0 ko

69



Federal Highway Construction Part B
Administration Participant Guide

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.‘.e.e o
Actin s

e > SIT- TRINITY COUNTY HBP BRICG... - Fund Managerment > Project Fund List

PROJECTS PROJECT FUND LIST
Q 1ype tc search X v A _fril @ View @ oeer [ Workilow v M reporis « B MailMerge ~ @ More ~ D 7
i.} R ——— = O 9  Poject fumd ID Fund Source Name Fund Source Code Account Number Accaunt Priority Workflaw Stalus
m 151 - IRINIHY COUN Y HBF BRILGES
(m} PFL1 ConND* Conot 1585060010401 540.C... Published

& + Duonments

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

= Project ~und Irarsaction
Figure 84: Using Select Actions Option

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

Maszerverks X

Heves ¢ -

Set Dags T Complets far Mawt Mage

@

ATTACHMINTS

O | File view Status i Uploaded By | Liploaded Date
i Alchumants silabie

.

Figure 85: Masterworks Dialog Box
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3. Inthe Attachments section, click Upload Document.
The Open dialog box is displayed.
@ Open
&« 2 v AN “« FHWA > Publishe.. v/ G Search Published PDF »p
Organize ~ New folder =- 0 0
% Home Name Date modified

E‘] A01_Library_Management_PG_ditamap-10001-...

B A01_Library_Management_PG_ditamap-10002-...

i Desktop @
. Documents #
4 Downloads # A01_Library_Management_PG_Draft

PN Pictures »

0 Music » Adding_an_Engineers_Estimate_Item_ditaAddin...
£9 videos » _—————
File name:

Figure 86: Open Dialog Box

CTRL, and then click the required files.
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L*] A01_Library_Management_PG_ditamap-10002-..,

(%] A01 _Library_Management_PG_ditamap-10004-...

Adding_an_Engineers_Estimate_ltem_dita-1000...

All files

Open

5/24/2023 3:08 PM

5/25/2023 5:23 PM

r)“x‘) :’/.'2\‘,:) 3 l)-) jl phl

5/30/2023 11:04 AM

5/29/2023 10:06 PM

6/21/2023 12:29 AM

6/15/2023 1:03 PM

Cancel

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

e Open
“ =+ v P T8« FHWA > Publishe.. e il Search Published PDF
Organize = New folder = - [
% Home Name B Date modified
A01_Library_Management_PG_ditamap-10001-...  5/24/2023 3:08 PM
E’I AD1_Library_Management_PG_ditamap-10002-... 5/25/2023 5:23 PM
Il Deskiop » EI AD1_Library_Management_PG_ditamap-10002-... 5/25/2023 5:23 PM
& Documents # AR _Library_Management_PG_ditamap-10004-..,  5/30/2023 11:04 AM
< Downloads # AD1_Library_Management_PG_Draft 5/29/2023 10:06 PM
PN Pictures » Adding_an_Engineers_Estirate_ltern_dita-1000...  6/21/2023 12:29 AM
6 Music » Adding_an_Engineers_Estimate_Itern_ditaAddin... 6/15/2023 1203 PM
i videos » _—
File name: | ~| AN fites

Open

Figure 87: 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
Netes @ Approved
Set Days To Complete for Mext Stage ;2 @
ATTACHMENTS

File View Status Document Mame Title I Uploaded By | Uploaded Date

Cancel

Construction Part B
Participant Guide

Figure 88: 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 4.3.2. Viewing the Workflow History.
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4.1.3. Accessing and Downloading Attached Files

Construction Part B
Participant Guide

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.

PRDJECTS PROJECT FUND LIST
0\ Type to Search X v .ﬁ New 5] workflow ~ [;] Reports ~ [‘}.r Excel Export ~
¥ Project Fund ID Fund Source Name
I Sir - Gueseo s LsoR 2025001 - (g .

General

O PFL4 COND4
T = SIT- CAERFO FS L3PDR 2023-101)
O PFL-3 COND3
@. + Docurnents
O PEL-2 CoND2
= Documert Search
O PFL-1 COND1

u Project Report Gallery
= Froject Calendar
= Fund Management

= Project Fund List

m Froject Fund Transaction

= Funding Rules

CONDS

CONDZ

COND2

COND1

@ wmore ~

Fund Source Code

CON

CON

CON

Figure 89: Project Fund List Page

The form list page is displayed.

2. Click More, and then click Attachments.

PROJECT FUND LIST

.ﬁ New ﬂj Workflow ~ E] Reports ~ [‘\;' Excel Export = @ Maore ~

D g Praject Fund ID Fund Source Name FundSo
Zg Customize List

E

O 8 pr4 COND4 CONDA | audit Log

0O PFL-3 canos COND3 v
O PFL-2 caonoz CONDZ CON
O PFL1 COND1 COND1 CON

urce Type

Figure 90: Using Attachments Option

The attachments of all the records are listed.

PROJECT FUND LIST DOCUMENTS

O Back @ More ~

Fund Source Type Fund Descriptian

CLINOO101: ERFQ
Optioh X
CLINGO101: ERFO

CLINGO101: Mon-ERFO

E] PFL-2 / CONO2 Project_Fund_List_Att 1 Angela

achments_FHWA

Figure 91: 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 @' Delete RT Workflow ~ [g] Reports ¥ @l Mail Merge ~

D g Project Fund ID Fund Source Name Fund Source Code Fund Sa Description
2) Attachments
I, Audit Log

PFL-2 : CONo2 CONO2 con |

-

D PFL-1 COND1 CONO1 CON TS90

Figure 92: 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
O\ Type to Search K v oA a New RlT Warkflow = Igl Reports ~ DJ Excel Export ~ @ More =
¥ Praject Fund 1D Fund Source Name Fund Source Cade Fund Source T: Fund Description
ﬂ SIT- CA ERFO FS LSPUR 2023-1(1) = D g . £ A
T T T T T
l i m i l
O PFL-4 COhO4 CONO4 CON CLINGO101: ERFO
TEE T 817 - CAERFO FS LSPDR 2023-1(1)
- O PFL-3 COND3 COND3 CON Option X
@. + Decumenis
[ ] PFL-2 CONDZ CONDZ CON CLINOD101: ERFO
= Dacument Search
D PFL-1 CONO1 CONO1 CON CLINQO101: Nen-ERFO

B Froject Report Gallery
= Project Calendar
= Fund Management

® Project Fund List

= Project Fund Transaction

= Funding Rules
Figure 93: Project Fund List Page
2. Inthe list page, select the appropriate record, and then click View.

PROJECT FUND LIST

_J Edit '@' Delete [ Workflow ~ *&" Select Actions ~ [é] Reports v [_53,' 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 94: Using View Option
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The form details page is displayed.

PROJECT FUND LIST

_f 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 (S)

Probable Expenditure ($)
Remaining Amount ($)
Notes

ATTACHMENTS

: PFL3
*: CON03
: CONO3
: CON
: FLAP
&
b/

¢ 1516043027201.540.CN.V700.04.

1604000000.25255

: CONO03-CON04

0.00

0.00

0.00

0.00

%

Construction Part B
Participant Guide

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

D @ Rasd Fund Management in_
ea
d FHWA.docx
D @® Ready PFL with data.jpg NA

Figure 95: Project Fund List Page in View Mode
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3. Inthe Attachments section, select the appropriate files, and then click &, .

PROJECT FUND LIST

_i Edit @ Cancel % Workflow ~

Account Priority : CONO3-CONO4

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

Construction Part B
Participant Guide

+ ¥

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

. ' Ready Mikekos 07-27-20234:31AM  12.77KB

D ® Ready PFL with data.jpg NA Mike Ross 07-27-2023 4:30 AM 92.13KB

4

Figure 96: Using Download Option

e To access and download files attached to a workflow:
1. Inthe navigation pane, click the appropriate form.

PROJECTS PROJECT FUND LIST
Q Type to Search X v oA a New ElT Warkflow - I;I Reports ~ E‘J Excel Export « @ More ~
t_] SIT- CA ERFO FS LSPOR 202510 = [0 O ProjeccFundin Fund Source Name Fund Source Cade Fund Source Type Fund Description
T T T T
i m m l
O PFL-4 CONO4 CONO4 CON CLINQO101: ERFO
BE =517 - CAERFOFS LSPDR 2023101
O PFL-3 COND3 COND3 CON Option X
@. + Decumenis
D PFL-2 COND2 COND2 CON CLINOD1D1: ERFO
= Dacumernt Search
D PFL-1 CONO1 CONDT CON CLINGO101;: Nen-ERFO

® Project Report Gallery
= Project Calendar

= Fund Management

® Project Fund List

= Project Fund Transaction

= Funding Rules

Figure 97: Project Fund List Page

The form list page is displayed.

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

PROJECT FUND LIST
_J Edit © View Tl Delete [ Workflow ~ °§ SelectActions v [#] Reports v [&0 Mail Merge v (2 More ~

D g Project Fund ID ind Source Code Fund Source Type Fund Description
|

7; £, Workflow User(s) - V [ ‘
@ 8oms i Nes v

Figure 98: 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 99: Workflow Status & History Dialog Box
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4. Toview all the attachments and complete workflow history, click More Details.

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

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

| oreoeas || corce

Figure 100: Using More Details Option

The History page is displayed.

HISTORY

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

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

e -

- [>® published [ {Approved

Publish Approve

5
o
‘

Warkflow History

Action Pencing Action Completed [ Action Failed [l Workflow Completed

0 status Received On Action Action Notes Action On Action By

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

Figure 101: History Page
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5. Inthe Attachments section, select the appropriate documents, and then click &, .

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

Figure 102: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.
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.

PN Fociara FHighway
ederal Highway
'.’Aumimsnmlon

PROJECTS PROJECT FUND LIST
Q Type to Search X Vv A .a New ﬂ] Workflow - [g] Reports ~ ["jt Excel Export ~ @ More ~
ﬁ D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES v
¥ Y D¢ A
E Camaril & (7] (7| (7]
C] PFL-2 CONO02 CONO2 CON
9 SIT - TRINITY COUNTY HBP BRIDGES
C] PFL-1 CONO1 CONO1 CON

@ + Documents
m Document Search
= Project Report Gallery
m Project Calendar

— Fund Management

= Project Fund List

Figure 103: Project Fund List Page
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The form list page is displayed.
b. Click More, and then click Attachments.

PROJECT FUND LIST

+H] New M Workflow = i Reports E‘}'f Excel Export = @ More =

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

) Attachments

0 O rpr4 CONO04 CONO4 B Audit Log
O PFL-3 CONO3 CONO3 e
O PFL-2 CONO02 CONO2 CON
O PFL-1 coNo1 CONO1 CON

Figure 104: Using Attachments Option

The attachments of all the records are listed.

PROJECT FUND LIST DOCUMENTS
O Back @ More ~
e e e e e
. wwdd/| £ & R

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

Figure 105: List of Attachments

Various document management features are available for attachments.

2. To delete an attachment, select the appropriate file, and then click i=1 .

ATTACHMENTS
w = &
n .M Project Fund_List_ /; 12114,}2.05632!1# 751419“

s

Figure 106: Using Delete Option
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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 A02 Administrator Guide. The standard report
functions include the following:

e 4.2.1. Generating and Viewing Reports

o 4.2.1.1. Generating a report
o 4.2.1.2.Printing a report
o 4.2.1.3.Saving a report in various formats

o 4.2.1.4.Updating report to view the latest information

e 4.2.2. Subscribing to a report

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:

* 4.2.1.1. Generate a report

* 4.2.1.2. Printareport

* A4.2.1.3.Save areportin various formats

* 4.2.1.4. Update 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.

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.
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Steps

1. Perform any of the following steps, as applicable:
e Inthe form list page, click Reports, and then click the appropriate report.

PROJECT FUND LIST

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

D g Project Fund 1D Fund Source Code
[#. List Page Report

O PFL-2 CONO2 CONO2

Figure 107: Using Reports Option

e Inthe project navigation pane, click Project Report Gallery, and then double-click the
appropriate report.

PROJECTS FPROJECT REPORT GALLERY

Qs x v

I or careo s isDR2022 10 - o AmpEleniEras

E General Awarded Bid Schedule Report

QEE 771 SIT - €A ERFO FS LSPDR 2023-1(1) Bid Analysis Report
@. + Docurmenis Bid Schedule Report

® Document Search Bid Tabulation Report

| = Project Report Gallery Obligation Tabulation Report

= Procct Calendar
= Fund Management

= Project Fund List

® Project Fund Transaclion
= Funding Rules
+ Bid Estimate Information
+ Bidaing

=+ Contracts

Figure 108: Project Report Gallery Navigation Page
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e Inthe project navigation pane, expand the contract folder, click Contract Report Gallery, and
then double-click the appropriate report.

PROJECTS CONTRACT REPORT GALLERY
f] SIT-CAERFO FSLSEDR 2023-1(1) | = v Change Orders
General Change Order By Dale Repart
XEN + Configurations * ~ Ccontract Modifications
@' ®m Centract lkems €M Affected Pay Item Report
+ Prograss Tracking Contract Modification Report
+ gillings & Payments ~ General(Contract dashboards)

Contract Modifications Contract Summary Report

Submittals Grand pay item summary report

Centract Report Gallery o e

=+ Subcontract
‘Government Receiving Report

Centract Closeout Status
Pay Mote Report

= Claims

Pay Mote Summary Report
m Freecom of Informarion ..

Progress Payment Report
= Request for Equitable A
Progress Payment Repart(Contractar's Version)

CDR NAVIGATION PAGE
> Progress Payment Schedule Summary Report
IDR NAVIGATION PAGE

Figure 109: Contract Report Gallery Navigation Page

2. Iffiltering options are necessary, select the appropriate information in the relevant fields, and then
click View Report.

LIST PAGE REPORT

@ Back B Subscribe

Include Pending on Users and Rales N ~
===
q | of 1 P . Fnd | et [Rlw £ 2
&
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remaining
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount (%) Amount (3
Name Code Category
PFL-1 CONQ1 |CONO1T |CON |FLAP This project 1516043 0.00 0.00 Q.00
fund list for |027201.5
fund source | 40.CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CONO02 |COND2 |CON |FLAP 1516043 |CONO2- |0.00 0.00 0.00 v
<« »

Figure 110: 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. Inthereporttoolbar, click Print Report.

LIST PAGE REPORT

Construction Part B
Participant Guide

@ Back @ Subscribe
Includa Pending on Users and Rales N W
d af 1 Find | Next [Qlw QE
r
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
Name Code Category
PFL-1 CONO1 |CONO1 |CON |FLAP This project 1516043 0.00 0.00 Q.00
fund list for |027201.5
fund source|40.CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v

W8]

Figure 111: Using Print Report Option
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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

Repert Version Active Projects w Percent Complete Greater Than 20
Positive § Value Difference | 100000 Negative § Value Difference 100000
View Report
Doﬂ ! Find | Next I[av o =
ﬁ Excel
PDF
CSV (comma delimited)
Acceptance

Project Number Project Name Contract number COE Award Date Original FCD Modified FCD Date

Figure 112: Exporting a Report
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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.

2. Inthe reporttoolbar, click Refresh T .

LIST PAGE REPORT

@ Back Q Subscribe

Include Pending on Users and Roles | No ~

1 |ef1 Find | Next [av i,
ry
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 CONC1 |[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 CONC2 |CON02 [CON |FLAP 1516043 |[CONO2- |0.00 0.00 0.00 v
k. 3

Figure 113: 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:

* Email: The report is 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.
* 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.
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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 114: 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 g
Priority : Normal v
Comment >
]nclude Report
]nclude Link
Report Format : PDF v

Start Date : (7-27-2023

Enable schedulestop : [ | v

Figure 115: Subscription Dialog Box

Note: To subscribe to a report, you must fill the fields with red asterisks.
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2. Inthe 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:

Email Windows File Share

a. Inthe To box, enter the email a. Inthe File Name box, enter the file name for the
addresses of the recipients of the report.
report. b. Selectthe Add afile extension when the file is

b. Inthe Reply-To box, enter the created check box to save the report file name with
email addresses of the recipients the extension of the file format as required for the
to whom the reply email must be report.
delivered. c. Inthe Path box, enter the path of the shared file

c. Inthe Subject box, enter the location where the report must be saved.
name of the report or any other Note: To configure the shared file location in the
appropriate subject for the email. application, you must provide the file path location to

d. From the Priority drop-down list, the Administrator.
select the priority of the email. If d. From the Report Format drop-down list, select the
the selected priority is High, the format in which the report must be generated and
email will be sent as a High Priority saved.
notification. e. Inthe Credentials used to access the file share

e. Inthe Comment box, enter any section, enter the credentials to access the shared
comment for the email. location and save the report.

Comments are included in the f. From the Overwrite options section, click any of the
body of the email. following options:

f. Selectthe Include Report check | e Overwrite an existing file with a newer version-
box to deliver the reportin the When saving the report at the file location at the
selected format as an email scheduled time, if a file with the same name exists,
attachment. then the existing file is overwritten by the latest

g. Selectthe Include Link check box report.
to deliver the link to the reportin e Do not overwrite the file if a previous version
the report delivery email. The exists- When saving the report at the file location at
recipient can view the report on the scheduled time, if a file with the same name
the application only if the recipient exists, then the report is not overwritten by the latest
has the required permissions on report, and the report is not saved at the file location.
the report. ¢ Increment file names as newer versions are added-

h. From the Report Format drop- When saving the report at the file location at the
down list, select the format in scheduled time, if a file with the same name exists,
which the report must be then the latest report is saved with the same name
generated and delivered to the appended with a sequential number.
specified email addresses. g. From the Start Date list, click the date from when the

report must be saved.
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Email Windows File Share
i. From the Start Date list, click the h. Selectthe Stop this schedule on check box, and
date from when the report must be then select the date up to when the report must be
delivered. saved at the file location.

j- Selectthe Stop this schedule on
check box, and then select the
date until when the report must be
delivered.

4. To set the frequency of report delivery, click the Schedule Details tab.

SIT Testing Build- FHWA eDelivery X

Delivery Option Schedule Details

'i::’ Hourly Runs only once
() paily start time (hhimm)
{:') Weekly

() Monthly

(:é‘; Once

Figure 116: Schedule Details Tab

5. From the delivery frequency options, click the appropriate option:

Option Description Steps
Hourly The reportis delivered every preset | a. Click Hourly in the delivery
number of hours. options list.

b. Inthe Runthe schedule every
section, enter the frequency of
report delivery:

i. Inthe hours and minutes
boxes, enter the time period in
hours and minutes the report
must be periodically delivered.

ii. In the Start time (hh:mm) box,
enter the time (in 24-hour
format) the report delivery

must begin.
Daily The reportis delivered once on a. Click Daily in the delivery options
preset days, or periodically as list.
defined. b. Inthe schedule definition section,
enter the frequency of report
delivery:

e Click Every Weekday to get the
report delivered on all weekdays,
from Monday to Friday.
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Option

Description

Steps

e Click Repeat after this number of
days, and then, then in the box,
enter the number of days to get the
report delivered periodically once
every specified number of days.

e Inthe Start time (hh:mm) box,
enter the time (in 24-hour format)
the report must be delivered.

Weekly

The reportis 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 reportis 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:

e Onweek of the month

i. From the list of weeks, select
the week the report must be
delivered.

ii. In the On day(s) section, select
the days the report must be
delivered in the week
previously selected.

e On Calendar day(s)

m |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
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Option Description Steps

the 12% of a month, and the
calendar days setis 10, then
the report is sent for 10 days
from the 12th of every selected
month.

d. Inthe Start time (hh:mm) box,
enter the time (in 24-hour format)
by when the report must be
delivered.

4.2.3. Unsubscribing to Reports

For information on unsubscribing to reports, refer to Unsubscribing to a Report in the Administration
Guide.

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:

* 4.3.1. Performing Workflow Status Transitions
* 4.3.2.Viewing the Workflow History

* 4.3.3. Selecting Workflow Users

* 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 .
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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.

PROJECT FUND LIST

_f [dit  © View [ Delet= B Workflow ~  °§° SelectActions = [E] Reports = [ MailMerge = @ More ~

[0 B ProjectlfundiD Tund Source Name Tund Source Code Fund Source Type Tund Description Account Number Account Priority Workflow Stetus

| [ Y] \ [ 1] (7] \ /K2 | i | [ Y] I | |&d

PFL-4 CONO4 15FCA 14(4) Funding 15AT302501404 RA0.C... Approved

PFLZ COoNO2 CONO2 FLAP Funding MT NPS GLAC 14... 1517202601404 540.C... COMNO2 CONO4 Approved

Figure 117: Selecting a Record

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

PROJECT FUND LIST

Tl Delete  °f° SelectActions v (D More v

B Projectiund i Fund Sourze Code Fund Source lype Fund Uescription Azcount Number Accoun: Priority Worktlow Status

[ 7] | 7]

Figure 118: Selecting Multiple Records with the same Workflow Status

e Selectthe appropriate record, and then click Edit.

PROJECT FUND LIST

© View 10 Detete [l wiorkfiow ~  *L' SelectAcdons *  [F] Repers +  [B1 MaliMerge + ) More

O @ FrojeccFundID Fund Source Name Fune Source Cade Fund Saurce Type Fund Description Account Number Accoun Priority Warkflow Status

| | T} [T} ‘II B | | T | Tl | T i
(m] BFL4 CONG4 COND4 15F0A. 1441 Funding 15AT302601404 R4D.C... Approved

PFL-2 CONO2 COND2 FLAF Funding MT NPS GLAC 11.. 1517302601404 540.C.. CONO02-CCNO4 Aoproved

Figure 119: Editing a Record

The Project Fund List page is displayed.
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PROJECT FUND LIST

@ Cancel ﬂrj workflow =  *L* Select Actions ~

Project Fund ID : PFL-4
Fund Source Name " : COND4
Fund Source Code : COND4

Fund Source Type : CON

Fund Source Category : GADA

Fund Description : 15F0A 14(4) Funding -

& v

Account Number 15A7302601404 R40.CN.15F0.30

1730007426 25255
Account Priority :

Authorized Amount () - 0.01
Original Authorized Amount ($) : 0.01
Expended Amount ($) : 0.00
Probable Expenditure (%) : 0.00
Remaining Amount ($) : 0.01
Notes : -

Figure 120: Project Fund List Page

3. Click Select Actions * “““*“*~ 'and then click the appropriate workflow action.

PROJECT FUND LIST

j Edit @® View 'Im' Delete m Workflow = | *§* Select Actions « | [;j Reporis = |§_-| Mail Merge ~ O More =
O B  ProjectFundID Fund Source Name| Fund Source Type Fund Description Account Number Account Priority Wiorkflow Status
: Relurn Lo Published
|
D PF.4 CONO4 L;' CON 1EROA 14(4) Funding 15AT302601404 R40.C.. Approved
PFL-3. E CONO2 CONOZ. CON FLAP Funding MT NP5 GLACIZR... 1517303700141 340.C... Approved
D PF.-2 CONO2 COMNOZ CON FLAP Funding MT NPSGLAC 14... 1517302501404 340.C...  CONOZ-CONC4 Approved

Figure 121: Using Select Actions Option — List Page
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PROJECT FUND LIST

|
@ cancel [ workflow ~ || *L" select Actions ~

Project Fu Return to Published

Mark as Inactive

Fund Source N

Fund Source Code

Fund Source Type

Fund Source Category

Fund Description

Account Number

Account Priority

Authorized Amount (%)

ariginal Authorized Amount (3)

Expended Amount ($)

Probable Expenditure ($)
Remaining Amount ($)

Notes

: CONO4

¢ CON

: GADA

: [15F0A 14(4) Funding i

—

A

t 15A7302601404 R40.CN.15F0.30

1730001426 25255

Figure 122: Using Select Actions Option — Details Page
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Available actions are based on the definition of the associated workflow. The Masterworks dialog

box is displayed.
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MasterWorks s

Notes :| Validated the infermation added for the fields.

Set Days Te Complete for Next Stage : 2 @

ATTACHMENTS

[ v

No Attachments available

Upload Document

Figure 123: Masterworks Dialog Box

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

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

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 If you wantto 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.
7~
Set Days To Complete for Next Stage :| 2 ®
ATTACHMENTS

s

No Attachments available

Upload Document
o | oo |

Figure 124: Set Days To Complete for Next Stage
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6. Optionally, in the Attachments section, you can upload or link related files. For information on
attachments, refer to Section 4.7. Attachments.

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

7. Click OK.
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

¢ Notes entered when the workflow action was performed

e User name 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

_f Edit @ View @' Delete [¥ workflow ~  °§' Select Actions ~ Ig Reports ~ @ Mail Merge ~ @ More ~

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

PFL-4 5 CONO04 CONO4 CON 15F0A 14(4) Funding

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

Figure 125: Selecting a Record
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2. Click Workflow, and then click History.

PROJECT FUND LIST

F Edit © view T Delete | [ workflow = | °§' selectActions ~ [4] ¥

[ @ Pproject Fund ID

nd Source Code
i@ History

| &, Workflow User(s)

O PFL-3 CONO3 CONO3

Figure 126: Using History Option

The Workflow Status & History dialog box is displayed.

Workflow Status & History X

Workflow Status

Hide ~
--------- Selected Status — CUrrent Status

@ Published Approved

Approve @—

Workflow History

Hide ~
Workflow Status: Published Workflow Status: Approved

Received On: 07-26-2023 7:34:08 AM Received On: 07-27-2023 5:32:06 AM
Action: Approve Action :
Action Notes : Action Notes :
Aclion By : Mike Ross Aclion By :

Due Date: 07-26-2023 7:34:08 AM Due Date: 07-27-2023 5:32:06 AM

Action Status :  Action Completed Action Status :  Action Pending

More Details

Figure 127: Workflow Status & History Dialog Box
The Workflow Status section displays the current and the previous workflow statuses.

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

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

@ Published ’—,—DI Approved
Approve

Workflow History Hide ~

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

Figure 128: More Details option

The History page is displayed.

HISTORY

@) Close
Record |dentiier - PFL-4/CONOA A
Workflow Status Hide A

- SUleClUSLOlUS m— Currenil Stalus

Workflow History Hide A

it -

<

Actian Penging | Actian Complered [l Action Failed Wl Werktlow Camplersd

D staws Received On Action Action Notes Action On Action By

sol =0 £

Dralt 07-26:20237:34 AM Publish 07 262023 7:24 4M User1d

Figure 129: History Page

Construction Part B
Participant Guide

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.

98



Construction Part B

Federal Highway
Participant Guide

Administration

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

HISTORY

@ close

Record |dent ¥ 2r : PHL-/CDINUG

Workflow Status Hide ~

------ Selected ststus —  CUITent Status

e -

. —————{>® Publish=d I_ 5

rublizh @ Approve @y

3

i

Actlon 2ending Actlor Completed [l Actlon Falled [ Workflow Completed

g Status Received On Action Action Notes Action On Action By Action By User Mame Action Mes
| 50 =0 3
Approved 1172142023 8:37 AM

Show WorkHiow History Report

Figure 130: Workflow Status Section

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

statuses.

The Attachments section displays the files uploaded during the workflow transition of the

selected workflow statuses.

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

required file name.

HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 =
g Publisheu 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM =
4 G »
Show Workflow History Report
ATTACHMENTS
=3
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
] NA ike Ross woansEA 26
v

Figure 131: Clicking Document Name
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The documentis opened in the application viewer.

VIEWER
© Back [ save e Princ
Edit ~ View - Page - Interactive - Annotations -
lg (a2 | qlp@e oL@y oam

« = |1 |z

| B

]
I -
M
Participant
Guide
FUND MANAGEMENT
IN FEDERAL
- HIGHWAY
Serms ADMINISTRATION
77;;ge2
= e 1/[’:
MASTERWORKS
® i| B ‘ . ]
é NEB EBBE /A HEWRE L F 2T

Figure 132: Viewing a Document in the Application Viewer

6. To view the workflow history as a report, click Show Workflow History Report.

HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 ®
g Publisheu 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM =
»
Show Workflow History Report
ATTACHMENTS
Uploaded Date File Size

X
Title Uploaded By

File View Status  Document Name Url/Link
v

Figure 133: Using Show Workflow History Report Option
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The Workflow History Report is displayed.

WORKFLOW HISTORY REPORT

@ Back Q Subscribe
‘1 ‘0;1 Fnd | Next  [Mw 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 Many

GLAC 14(4) & MT NPS Glacier Road & Many Glacier
GLACIER 14(1) - RKR Road
Status |Pending On Received |Action |Action User |Action Due Date
Role(s) On Name On Qverride
Draft |A/E Designer,A/E [12/11/202 |Publish |Administrat|12/11/20 {12/11/2023
Lead 32:28 AM or 232:28 |2:28 AM
Designer,A/E AM

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

Figure 134: Workflow History Report Page

4.3.3.Selecting Workflow Users

Prerequisites
Workflows are published for the form.

Overview

Construction Part B
Participant Guide

At any workflow stage, you can select specific users to mandatorily take an action at the defined

workflow stage. These selected users must perform an action at the defined workflow stage to move the

workflow to the subsequent workflow stage. Only selected workflow users can perform the workflow

action.

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

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

sub-folder level and at a document record level.

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

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

PROJECT FUND LIST

.ﬁ New EH Workflow ~ [g] Reports ~ ET Excel Export ~ @ More ~

D g rce Name Fund Source Code

0‘) Associate

;%; Workflow User(s) |
D 9 Bo Show Pending On User(s) CONo4
m I e CONNR

Figure 135: 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

Lvailable Workflows : | --Select-- -

Neter = indlicates the s7age hzs an achion he acticn fo mowe the workflow tn nexs sTage

--Select--

Custom Project Fund List
Figure 136: Published Workflows

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

displayed.
Workflow User(s) X
Available Workflows : | Custom Project Fund List b
[] stage Role User Name First Name Last Name
&
a
v Stage: Draft
~ Role: Acquisitions
D Draft Acquisitions Rama_Acquisitions  Rama
D Draft Acquisitions Ryanp_Acquisitions  Ryan Phillips
D Draft Acquisitions Shirley_Acquisitions Shirley Anderson
D Draft Acquisitions Dean_Acquisitions Dean Umathum
D Draft Acquisitions Antony Antony
. v
4 [ 4

BB : 3 « 56725 v . 00 Page 10f 18

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

Save

Figure 137: List of Stakeholders
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2. Alternatively, to select users in a workflow for a record of a form or a document, perform the
following steps:

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

PROJECT FUND LIST

_ﬁ"' Edit <€ View E’ Delete &I Workflow = [g] Reports = @.' Mail Merge ~ @ More =
E] g Project Fund ID i ind Source Code Fund Source Type
@ History
_%; Workflow User(s)
O PFL-2 INO2 CON
PFL-1 i CcOND1 CONO1 I} CON

Figure 138: Using Workflow User(s) Option
The Workflow User(s) page with the associated workflow of the record is displayed.
Workflow User(s) X
Workflow assigned for record:  Custom Project Fund List

|:| Stage Role User Name First Name Last Name

G

a
v Stage: Inactive

v Role: Acquisitions

D Inactive Acquisitions Rama_Acquisitions  Rama

D Inactive Acquisitions Ryanp_Acquisitions Ryan Phillips

D Inactive Acquisitions Shirley_Acquisitions Shirley Anderson

D Inactive Acquisitions Dean_Acquisitions  Dean Umathum

D Inactive Acquisitions Antony Antony

. v
4 >

mn AR um Page 1 of 5

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

Save

Figure 139: Workflow User(s) Page

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

workflow User(s) X

Workflow assigned for record:  Custom Project Fund List

] stage Role User Name First Name Last Name

|Approved ‘ . ’Administratoﬂ . ‘ ’

Approved Administrator kishor Kishor
(] Approved Administrator Ramadevi Ramadevi
Approved Administrator Beale_Administrat... Beale Spencer

unE]z 3 4 5 6 7 suu page10f8

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

Ex

Figure 140: Using Filter Option
Optionally, you can filter the users using the following filters:
e Stage
e Role
e UserName

e 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.

104



Federal Highway Construction Part B
Administration Participant Guide

4.3.4.Associating a Workflow

Prerequisites

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

Overview

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

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

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

PN Fodioral Highway
&Admimsmﬁo: 4
PROJECTS PROJECT FUND LIST
O\ Type to Search X VvV A .{:l New ﬂ] Workflow = IE] Reports ¥ [’:},t Excel Export ~ @ More ¥~
I.} = = o n D 9 Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES v
E General
O PFL-2 CONO02 CONO2 CON

I;][ﬂﬂ == SIT - TRINITY COUNTY HBP BRIDGES
D PFL-1 CONO1 CONO1 CON
@ + Documents

® Document Search

m Project Report Gallery

Project Calendar

— Fund Management

s Project Fund List

Figure 141: Selecting a Form
2. Click Workflow, and then click Associate.

PROJECT FUND LIST

.ﬁ New [ workflow ~ E Reports ~ Bt Excel Export v @ More ~

=

£. Workflow User(s)

O 8 8 Show Pending On User(s)

rce Name Fund Source Code

®

CONO04

D g rro-o CuNuD CONO3

Figure 142: Using Associate Option
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The Workflow Association dialog box is displayed.

workflow Association X

DEFAULT WORKFLOW :

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

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

== 2

Figure 143: Workflow Association Dialog Box

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

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

Workflow Association X
DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

No Workflow Associated

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

—Select—

Custom Project Fund List

FHWAProject_WF
Project_WF

Figure 144: Using Applying a new Workflow for this List Page and Module Option

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

Workflow Assodiation x

DEFAULT WORKFLOW ;

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

FHWAProject_WF

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AMD MODULE :

Figure 145: Updated Workflow Override for this Page Field

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

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

Workflow Association b 4
DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE =

FHWAProject_WF Remove

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

Figure 146: Resetting to Default Workflow

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