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

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

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

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

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

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

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

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

WWW.aurigo.com
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2. Introduction to Using Participant Guide

The Reports and Dashboard Guide helps you get started with process of generating the reports
configured for FHWA.

You can generate various reports that comprise information based on the roles assigned to you, and the
various projects or contracts to which you are invited. Additionally, you can view selected information
using filters and generate reports in multiple report formats.

Dashboards provide a quick view of project information. You can access various dashboards that
illustrate views of information with graphical representations.

FHWA uses reports and dashboards interchangeably. It's only the difference in the user interface that
they access to get the information. However, the information generated is the same for the report and
dashboard with the same name.
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3. Project Reports

Based on the roles assigned to you, you can generate various project reports that illustrate various types
of information. These reports enable various project stakeholders to stay up-to- date on the status of
projects.

Note: Users with contractor roles cannot generate project reports.

You can generate various project reports from:

e 3.1. Projects List Page

* 3.2. Project Report Gallery

3.1. Project List Page Reports

Based on the roles assigned to you, you can generate various list page reports that illustrate project
information.

You can generate the following reports:

* Construction Status Report

* Project Status Report

Construction Status Report

To generate this report, the logged-in user must be assigned any of the following roles:

* PayltemTeam

* Project Viewer

* Design Component Lead
* Designer

* Lead Designer

* Design QA/QC

* Highway Designh Manager
* Project Manager

* AJ/E Designer

* A/E Lead Designer

* A/E Manager

* Acquisitions

* Construction Component Lead
* Construction Admin Staff
* Construction Engineer

* Highway Construction Manager/QA QC
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* 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

The Construction Status Report displays the progression of the construction work in a project.

Navigation Steps

Use any of the following navigation steps:
* Projects Module > Project List Page > Reports > Construction

Status Report

Faneml Higmeay
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0, Type o Seard ¥ v oA §lnew 3 workflow - By Manage Users  RE mark ¢

'r.‘]- U Project Code
SElECtFroject - [# Conslruction Stalus Report
E | 4 Recent Projects [#- Project Status Report
TX FTFW INDA 10{1), 11(1), uction of Ri.
i SIT - TRINITY COUNTY HEP BRIDGES
TX FTFW INDA 10(1), 1141} Copy Rehakilitation or Reconstruction of Ri...
@ Rehahilitate Many Glarier Road &
KPro1z1z KPro 1212

Manv Gladier Roadi

Figure 1: Project List Page — Navigation

* Projects Module > Project List Page > Appropriate project > Select
Dashboard > Construction Status Report
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Figure 2: Project Dashboard — Navigation

Filter Criteria

Provide the information in the following fields, and then click View Report:
1. Contract Workflow Status: From the drop-down list, select the
appropriate option.
Available options are Awarded, Closed, Terminated, Draft, On-
hold, etc.
2. Business Unit: From the drop-down list, select the appropriate
business unit.
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Available options are Central Federal Lands, Western Federal

Lands, and Eastern Federal Lands.
3. Project: From the drop-down list, select the appropriate project.

Available options are the projects to which you are invited.

Note: Unless you select the Business Unit, the Project field does

not display any options.

Sample Report

@ Back [y subsc

CONSTRUCTION STATUS REFORT

ribe

Project Mumber:

Project Mlame:

Cantract Humber:

Partner Agency:
Federzl Land:
Awarded Bid
Amount:
Incentivas:

Revlsed Contract
Amount:

Descrlption:
Wark Type:

Lol Al Wor &k Slalas: At Archikeess Final, A e 5w Uusiness il Lol pedenal Lands Ed
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CONSTRUCTION STATUS REPORT
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Figure 3: Construction Status Report

Project Status Report

To generate this report, the logged-in u

* PayltemTeam

* Project Viewer

* Design Component Lead
* Designer

* Lead Designer

* Design QA/QC

* Highway Designh Manager
* Project Manager

* A/E Designer

* A/E Lead Designer

* A/E Manager

* Acquisitions

* Construction Component Lead

* Construction Admin Staff

ser must be assigned any of the following roles:
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* Highway Construction Manager/QA QC

* Construction Operations Engineer

* Inspector

* Assistant Project Engineer

* Project Engineer

* Regional Engineer

* Construction Inspection A&E Manager

* Inspector A&E

* Assistant Project Engineer A&E

* Project Engineer A&E

The Project Status Report displays the completion and fund utilization status of active and completed

projects in the database.

Navigation Steps

Projects Module > Project List Page > Reports > Project Status Report

PROJECTS PROJECTS
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135 SIT - TRINITY COUNTY HEP BRIDGES
TX FTFW INDA 10011, 1741 Copy Rehakilitation or Reconstruction of Hi...
& Rehahilitate Many Glacier Road &
KPro 1212 KPro 1212

Many Glacier Roadi3y

Figure 4: Project List Page — Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:
1. Report Version: From the drop-down list, select the appropriate
option.
Available options are Active Projects and Completed Projects.
Note: Unless the Report Version is selected, you cannot generate
the report.
2. Percent Complete Greater Than: Enter the appropriate numeric
value.
3. Positive $ Value Difference: Enter the appropriate numeric value.
4. Negative $ Value Difference: Enter the appropriate numeric value.
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Figure 5: Project Status Report

3.2. Project Report Gallery

To generate the report, the logged-in user must be assigned the Acquisitions role.

You can generate various reports that illustrate project and bid-related information.

You can generate the following reports:

Awarded Bid Schedule Report

Bid Analysis Report
Bid Schedule Report
Bid Tabulation Report

Obligation Tabulation Report

10
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Awarded Bid Schedule Report

An Awarded Bid Schedule Report provides a detailed list of pay items or tasks involved in a project, along
with their associated quantities and estimated costs, after the bid is awarded to a specific contractor.

Navigation Steps
Projects Module > Project List Page > Specific Project > Project Report
Gallery > Awarded Bid Schedule Report

PROJECTS PROJECT REPORT GALLERY

Qe X v A

v Acquisition Reports

i‘] SIT- CAERFO FSLSPDR 2023-7("| =

E General Awarded Bid Schedule Report

) ] =1 SIT - CA ERFO FS LSPDR 2023-1(1. Bid Analysis Report
BEL + Documents Bid Schedule Report
@ = Document Search Bid Tabulation Report
= Project Report Gallery Obligation Tabulation Report
= Project Calendar
=+ Fund Management
+ Bid Estimate Information
+ Bidding
+ Contracts
Figure 6: Project Report Gallery - Navigation
Filter Criteria Provide the information in the following fields, and then click View
Report:

1. Base Schedule: From the drop-down list, select the appropriate
option. For example, A.

2. Options: From the drop-down list, select the appropriate option.

3. Starting Page Letter: Enter the starting page letter.

4. Starting Page Number: Enter the starting page number.

11
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Sample Report

AWARDED BID SCHEDULE REPORT

© Back Y subscribe

Bidder ey Stone Limizes - sasesichadule A ~
zgons ~ Staring FageLamer A
Starting faga Mumear |1
——
e b M Puihe Be 0 &
A
2 quantizy
by the

5 @ wnil bid price. inserian
mment nseted amaunt

irem in the 3amaunt bid calumn, include the Go
the toral bid amount

Figure 7: Awarded Bid Schedule Report - Page 1

AWARDED BID SCHEDULE REFORT

@ Sack [y Subscribe

i e ey stune imied - L suisdale " -
Uptors - Starting Pag Lottt 4
T —
M AT ok M b e @Y GO
a
AWARDED BID SCHEDULE
A2
Project Mo @ SIT- CAFRFOFSISPNR 2023-1(1) Schedule: & Schedule Type : Pasws
Project Name :  SIT Rlack Meuntain Road
Contract Quantity Pay ltems
e Sontract Guantty Fay Bers
Amendment Line lt=m Number  Pay ltem Humber  Description Quantity Unie Unit Price
16101-0000 MOBILIZATION LPEM
15201-0000 CONSTRUCTION LPSM
SWRYEY AND
STRKING
ADE 15301.0000 GCONTRAGTOR 00 ALL LPSM 5230,235.22
QUALITY
CONTROL
18401-0000 CONTRACTOR 1.00/ALL LPEM $81,166.80 "

Figure 8: Awarded Bid Schedule Report - Page 2
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Bid Analysis Report

A Bid Analysis Report assesses and compares the bids received from bidders or vendors for a particular
project. It's primary aim is to evaluate the competitiveness and viability of each bid, assisting project
owners or stakeholders in selecting the most appropriate bidder for award.

Navigation Steps Projects Module > Project List Page > Specific Project > Project Report
Gallery > Bid Analysis Report
PROJECTS PROJECT REPORT GALLERY
Qrpeosorr x| v A
;| ST-CAERFOFSLSPDR2023-(] ¥ e e
E General Awarded Bid Schedule Repart
ﬂﬂﬂ =71 51T - CA ERFO FS LSPDR 2023-1(). Bid Analysis Report
- + Documents Bid Schedule Report
@ = Document Search Bid Tabulation Report
= Project Report Gallery Obligation Tabulation Report
= Project Calendar
=+ Fund Management
+ Bid Estimate Irformation
+ Bidding
+ Contracts
Figure 9: Project Report Gallery - Navigation
Filter Criteria Provide the information in the following fields, and then click View
Report:
1. Minimum Deviation %: Enter the percentage of minimum
deviation.
2. Maximum Deviation %: Enter the percentage of maximum
deviation.

13
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Sample Report

BID ANALYSIS REPOI

@ Back B Sukseribe

[ Jare p M roa | Hest

So.ree Selechan Informaton — See FAK 2107 and 5,103

BID ANALYSIS REPORT

Wlinkmues Deadaton S 01

B o m

ProjectHo:  SIT CAERFO FSLSPDR State: & Division:
2003-111)
Projecl Mame:  5IT - Blak Mounlain Rusd Counly: San Luis Oaiaow PM:
FLMA Ro: Federal Land: Lo Padres Nationsl Forest Designer:
PR FP 14
[Engineer's Estinate Versus Key Stune Limited's Bids check |
[y stone Limicerts Bt rems faund that ar= less than 156 of Engineer's Esfimate or greater than 805 of Enginesr s Estimate |
Linellerm | Pay llem oy
Pl I Descrlptian Quantity Unie cotmteptider | UMTPiee amount Percentage
Key Stene Limiad Lesm 532678042 122.90)%
ADDZ0 151010900 MOBILIZAT OH Lo WSk [
Figure 10: Bid Analysis Report - Page 1
B1D ANALYSIS REPORT
@ Back [ subscribe
bidder o stene Limiee v MinmumDsdston ;01
HMasimum Desizdon %1 8
A e o e v G
Linetem | Pay tem o ! Engincer's o
| e Description Quantity Unit A T Amount Percentage
WECHANICALLY STABILI. [Enzis
Ve 5! -1 X N 50,1 7!
ADZEQ 255C1-1000 VUALL, WELDED WIRE FACE 2,500,000 SOFT Estimate 5330.00 SH75,000.00)
Engiraer's R
- L35k 200.00)
- CONTRACTOR FURNISHED Estimate
sazen e mion o e, vona|  ipsa
Key Stone Limited LA5M $6,052.33 (19.30)%
CUNTHACIUR FURNISEL Ensirzer's LM $50,000,00
AQILO (257010200 MECHANICALLY STADILIZED EARTH Looo| tesw  [SETEE
WALL DESIGN, e —— 1950 e
Enzircer's £40.00 £40,000.00|
ADWAY AG G il - . kL st
A0320 [302032000 ;n DI AGEREGATE, METHOD 1000000 savp  [Efimele
' ey Stone Limited 10894000 1235w
one ; 45000000
cend .
Anaap [acanz naog Sor AT CENCRETE FAVEMERT, 1800000)  savp
’ ey Stonc Limited s223.04 £223,040.00 347,855
Encireer's

Figure 11: Bid Analysis Report - Page 2
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Bid Schedule Report

A Bid Schedule Report provides a detailed list of items involved in a bid, along with their associated
quantities and estimated costs, used during the bidding process. It also acts as a structured template for
bidders to submit their proposed prices for each listed item.

Navigation Steps Projects Module > Project List Page > Specific Project > Project Report
Gallery > Bid Schedule Report

PROJECTS PROJECT REPORT GALLERY

Qimosme x| v A

v Acquisition Reports

'f.], SIT- CAERFO FSLSPDR 2023-1("| =

E General Awarded Bid Schedule Report

i ] =1 SIT - CA ERFO FS LSPDR 2023-1(). Bid Analysis Report
2 + Documents Bid Schedule Report
@ » Document Search Bid Tabulation Report
= Project Report Gallery Obligation Tabulation Report
= Project Calendar
+ Fund Management
+ DBid Cstimate Information
+ Bidding
+ Contracts
Figure 12: Project Report Gallery - Navigation
Filter Criteria Provide the information in the following fields, and then click View
Report:

1. Base Schedule: From the drop-down list, select the appropriate
option. For example, A.

2. Options: From the drop-down list, select the appropriate option.

3. Starting Page Letter: Enter the starting page letter.

4. Starting Page Number: Enter the starting page number.

15
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Sample Report

EID SCHEDULE REPORT

@ Back g Subscribe

Hidder Kesy Bl Linile v Hasa Schadule A “

Qztions w Startng Page Letter A

starting Fage Kumber
View Report

CEN 2 Find | Mo [Rv o =

A1

nieparing the bid, carefully read the Solicitation Provisions. Insert a unit bid price, in figures, for
ppears in the bid schedule. Multiply the unit price by the quantity for cach pay item and show
3l check mads by the Government show a mistake 'n the amoun the corrected unit price
"LPSM" (L ump Sum) appears as a unit bid price, insert an smount for each
ount bid column, include the Government insert
o for each pay itern and show the total bid amount.”

fOfferor please note: Belt
each pay item for which a qua
the amount bid. Should any
extension shall gaverrn When th,
item, When a sum based on a fixed rate appears for any oay item in th
ameunt bid for the item in the total bid amount. Total all of the amounts

Source Selsction Infarmation - See FAR 2,107 and 3704

Figure 13: Bid Schedule Report - Page 1

BID SCHEDULE REPORT

@© sack Dy subscribe

Felier Ky e i - N Silwsiule n -
arlors v SErngPaELeTsr A
startig aga Number 1
_—
A i p M il Men @Y Gk
BID SCHEDULE b
Source Sekolion Informalon - See FAR 2101 and 2104
A
Praject No: SIT - A ERFONFS LSFDR 20251(1) Schedule : A Schedule Type ; Base
Vraject wame : s - ilack Meuntan Koas
Contract Quartity Pay tems
Mo Contract Quantity Pay Fers |
Amendment Line ltem Pay ltem Number | Description Quantity Unit Unit Price Amount
Humber
AC20 19101-0000 MOBILIZATION ALL LPSH LS §328,700 44
CONSTRUCTION
ancan 15201-0000  |SLRVEY AND ALL =] LFSM $50,571.31
STAKING
CONTRACTOR -

Figure 14: Bid Schedule Report - Page 2

Note: The Amendment column will display relevant amendment
numbers in ascending order for the associated pay items.
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Bid Tabulation Report

A Bid Tabulation Report systematically organizes and presents the details of bids submitted for a project
in a comparative manner. It usually includes a summary of each bidder's proposal, highlighting key
elements such as costs for individual pay items, total bid amounts, and other relevant details.

Navigation Steps Projects Module > Project List Page > Specific Project > Project Report
Gallery > Bid Tabulation Report

PROJECTS PROJECT REPORT GALLERY

Qimosme x| v A

v Acquisition Reports

'f.], SIT- CAERFO FSLSPDR 2023-1("| =

E General Awarded Bid Schedule Report

i ] =1 SIT - CA ERFO FS LSPDR 2023-1(). Bid Analysis Report

2 + Documents Bid Schedule Report

@ = Document Search Bid Tabulation Report
= Project Report Gallery Obligation Tabulation Repart
= Project Calendar
+ Fund Management
+ Bid Estimate Irformation
+ Bidding
+ Contracts

Figure 15: Project Report Gallery - Navigation
Filter Criteria Provide the information in the following fields, and then click View
Report:
1. Base: From the drop-down list, select the appropriate option. For

example, A.
2. Options: From the drop-down list, select the appropriate option.
3. Alternates: From the drop-down list, select the appropriate
option.
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BID TABULATION REPORT

Sample Report

© Back [ Subscribe

i ~ v Option | ~
Hltemares ANZI0A ACA103, ADT40A, ADT10D
ot p M and | wea Qe oo
a
BID TABULATION REPORT
Praject No. : KPra D504 Project Hame: For SES

Base Schedule A

Contractor Respeonsive? B
P Part A: Total Bid Fart B: Road Total (A48) Part A: Tatal Bid
User's Admin Cost
Key Stone Limited §125,797.13| 4$31,250.00 §157,047.13| $41,250.00
1acabs Enginasring 5104,960.50) $28,125.00 5133,080.30) 55196633

Total Base Schedule A and Option(s): &

Contractor Responsive? Part B: Road

Part A; Total Bid Usar's Admin Cost Total (A+B]
Key Stons Limited 5167,047.13 547,815.00 5314,962.13)
lacohs Enginearing $158,030.75, 547,700,235 §109,721.00)
v

Figure 16: Bid Tabulation Report

Obligation Tabulation Report

The Obligation Tabulation Report is a used by the Acquisitions to analyze the funding requirements for
the individual bids submitted by the bidders. It helps in determining the exact fund required that should
be obligated before awarding a bid.

Navigation Steps Projects Module > Project List Page > Specific Project > Project Report
Gallery > Obligation Tabulation Report

PROJECTS PROJECT REPORT GALLERY

Qimosme x| v A

v Acquisition Reports

foy | S'T-CAERFOFSLSPDR2023-1(] ¥
General Awarded Bid Schedule Report
ﬂEﬂ =71 SIT - CA ERFO FS LSPDR 2023-1(). Bid Analysis Report

@

+ Documents Bid Schedule Report

® Document Search Bid Tabulation Report

Obligation Tabulation Report

= Project Report Gallery

Project Calendar
Fund Management

Bid Cstimate Irformation

Bidding

+ + + o+

Contracts

Figure 17: Project Report Gallery - Navigation
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Filter Criteria Provide the information in the following fields, and then click View
Report:
1. Bidder: From the drop-down list, select the appropriate option. For
example, Key Stone Limited.
2. Base: From the drop-down list, select the appropriate option. For
example, A.
3. Options: From the drop-down list, select the appropriate option.
4. Alternates: From the drop-down list, select the appropriate
option.

DELIGATION TABULATION REPORT

Sample Report © Back B Subscribe

Ridder Key Smne | Imirsc ~ e AL ~

Ol K v Mermates  AMIG8, AR 15108, AIST0E W

ez
1 ol 1 mind [New  [@w £ fgn
OBLIGATION TABULATION REPORT 4
1

Project No: KPre D504 Division £astern Federal Lands Schedule:
Project Name: For SES Lead Designer: Rama Milestone:
Partner Project No: PP No 0L Project Manager: Date Complete:
State: ARCT County: Sristol Bay,New Londan FP:

Federal Land: Fed 01

ACCOUNT SUMMARY - ALL

Account Code Account Descriptian ‘Account Number Pricrity

COMD Test 1771

COND2 Test 321

Figure 18: Obligation Tabulation Report

4. Engineer’s Estimate Reports

Based on the roles assigned to you, you can generate various reports that illustrate engineer's estimate
details.

You can generate the following reports:

* Design Summary of Quantities Report

* Engineer Estimate Report

* Design Unit Price Analysis Report

Design Summary of Quantities Report

To generate this report, you must be assigned any of the following roles:
* Administrator
* Project Viewer

* Design Component Lead
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* Highway Design Manager

* Project Manager

* A/E Designer

* A/E Lead Designer
* A/E Manager

* Acquisitions

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Construction Operations Engineer

* Inspector

* Assistant Project Engineer

* Project Engineer

The Design Summary of Quantities Report provides a detailed overview of all the pay items utilized

across each schedule within a specific milestone. This estimate should include a breakdown of the
various pay items and their allocation across the different schedules, giving a comprehensive summary
of the total costs associated with the milestone.

Navigation Steps

Projects Module > Specific Project > Bid Estimate Information > Engineer's
Estimate > Specific Engineer's Estimate Record

PROJECTS ENGINEER'S ESTIMATE

® W oA _FEdt @ view  werkiiow = L selectactions + | [ reports + | B mailMerge & more -

TS — 0 Estimate Mame Estimate Number  EE Version N

General
Final Estimate }  EE-001 EE Version-1

A S ST CABRIC IS LEPDR 2023

[E Design Unit Price Analysis Repert

@& + Dacurerts

= Project Report Gallary

®u Project Calerdar

— 81T CALRFDFS LSPDR 2

= Engineer's Estimate
iccling,
1

Figure 19: Engineer's Estimate Report — Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:
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1. Schedule Letter: From the drop-down list, select the appropriate
schedule letter.
Available options are schedule letters defined in the estimate.

DESIGN SUMMARY OF QUANTITIES REPORT

Sample Report

@ Back [ subscribe

Schechile lelior & V]

1 afz b B fnd |Mex [Rw o

=

a
DESIGN SUMMARY OF QUANTITIES REPORT

amn | vine | vay irtem vay item | unir ol (20 10 i i ) [oIE]
# |Dtem | Ho Description
Ho.

e Diracted | Git2 1 (MR | Site 11 (MP | Site 12 [MP | Site 13 (P [ Sit= 14 (M [ Site 15 (MP | sit= 16
by 400 1.3} 6.1} 5] B3I} D) 6.18) R

COMSTRUCTION
SUBVEY AN 1psI
STKING

CONTRAGTGR
GUALTTY

15201-
o000

nonso| 43231 Lpsn
o LM tll
15901 {48 VIR
hom |1

LPSH

- | CONSTRUET N
0000 [soncoulc
soizg| 15701 [SOILCROSION
i 0000 [coMTROL

LPSH

Lren

STORM WATCR
Ladae RO 0
oo e v mnon

Figure 20: Design Summary of Quantities Report

Engineer Estimate Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Project Viewer

* Design Component Lead

* Designer

* Lead Designer

* Design QA/QC

* Highway Design Manager

* Project Manager

* A/E Designer

* A/E Lead Designer

* A/E Manager

* Acquisitions

* Construction Component Lead
* Construction Admin Staff

* Construction Engineer

* Construction Operations Engineer

* Inspector
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* Assistant Project Engineer

* Project Engineer

The Engineer Estimate Report is a comprehensive document created by designers to forecast the
expected costs of construction projects. It includes all schedules and pay items, along with their

corresponding costs and allocated funds.

Navigation Steps

Projects Module > Specific Project > Bid Estimate Information > Engineer's
Estimate > Specific Engineer's Estimate Record

PROJECTS ENGINEER'S ESTIMATE
Q, ‘ypetoSearch ¥ W oA _Fedt @ view  werkflow ~ L selectactions ~ | [ reports - | B MailMerge - & more ~
o - S 0 Estimate Mame Estimate Number  EE Version Ny e
L [ Design Summary Of Quantities Report
E General | [} Engineer Estimate Repart
s e R N e EEWersiond| "l pocign Unic Price Analysis Repart
G 5 SIT- CAERRO IS LSPOR 202310

@ + Dacumernts
= Document Search
= Project Repert Gallary
= Preject Calerdar
+ Funil Management

— Rie Fatimare Intarmaran

— 181 CALRFDFS LSPDR 2

= Engineer's Estimate

+ Ricding

— Contracts

Figure 21: Engineer's Estimate Report — Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:
1. Schedule Letter: From the drop-down list, select the appropriate
schedule letter.
Available options are schedule letters defined in the estimate.

Sample Report

ENGINEER ESTIMATE REPORT

@© Back Y Subscribe

Scradule Laer 4 v
-—
|1 A3 b M tnd [ e Qv oo
ENGINEER'S ESTIMATE REPORT - CONTROLLED UNCLASSIFIED INFORMATION 5

Proect No: UAT - CA ERFQ FS LSPDR Division: Ceniral Feceral Lands Schedule: A

2023-1{1)
Project Hame: UAT - 8lack Mountsin Lead Designer: Schedule Type: Baza

Faad
Partner Project Nos Project Manager: Milestone: % selimals Schaciuls &
Stats; A County: Date Complete: 10/28/2021
Schedule Construction Type: 25501 Constructing Federal Land: Las Pacres National Forest FP: FP 14

mechanically stabilized

carth wal
Schedule Length: .10 miles

ACCOUNT SUMMARY - A

Account Code Account Description (Account Number Amount Priority
ConNDt 8 301103.A40.CN15F1.06.180 B1,730,380.00
CONDZ 03 A40 CN 15F1 06 160 $303,500.00
25355
Total: $2.033.860.00 h
4 — — »

Figure 22: Engineer Estimate Report - Controlled Unclassified Information
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Design Unit Price Analysis Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Project Viewer

* Design Component Lead

* Designer

* Lead Designer

* Design QA/QC

* Highway Design Manager

* Project Manager

* A/E Designer

* A/E Lead Designer

* A/E Manager

* Acquisitions

* Construction Component Lead
* Construction Admin Staff

* Construction Engineer

* Construction Operations Engineer
* Inspector

* Assistant Project Engineer

* Project Engineer

The Design Unit Price Analysis Report presents a comprehensive unit price analysis of all pay items
included in a specific estimate. It offers a detailed historical overview of key cost metrics, including the
lowest, highest, and average unit prices, providing valuable insights for cost evaluation leveraging
historical data.
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Navigation Steps

Projects Module > Specific Project > Bid Estimate Information > Engineer's
Estimate > Specific Engineer's Estimate Record

PROJECTS ENGINEER'S ESTIMATE
® W oA _FEdt @ view  werkiiow = L selectactions + | [ reports + | B mailMerge & more -

it

Q, ypetoSearch
m T 0 Estimate Mame Estimate Number  EE Version Ny
SIT-CARRIO EE LspOR 20z [ Design summary Of Quantities Report
E General [E Engineer Estimate Repart
GrelEmeme £ (0 EEREL ‘ [ Design Unit Price Analysis Repart |

TSI CABRRC FS LSPOR 207341
&+ Documerts

= Document Search

= Project Report Gallery

®u Project Calerdar

— 81T CALRFDFS LSPDR 2

= Engineers Estimate

+ Rioding

— Conlracts

Figure 23: Engineer's Estimate Report - Navigation

Filter Criteria

Provide the information in the following fields, and then click View

Report:
1. Schedule Letter: From the drop-down list, select the appropriate

schedule letter.
Available options are schedule letters defined in the estimate.

Sample Report

DESIGN UNIT PRICE ANALYSIS REPORT
© Back M) Subscribe

Schedulss 4
=
[1 ot2i p M snd | nedt Qe £

UNIT PRICE ANALYSIS

SIT - CA ERFO FS LSPDR 2023 Schedule: A Milestona: Fimal Es
11 (L}
SIT - Blaek Mauntain Read Sehedule Type:  Base Data Complete:  DG/26/2

Project Ho:

Praject Namea:
Partner Agency Humber: Designer Motes:
Deseription | Unit

| LPSM

| Pay Hem Number
MOBILIZATION

| 15101-0000 |
Low 5 High Average Unit Prics 5 Suggested Unit Prica &

Unit Price Used %

Bid History Filters

Project: Density: Bid Status:
m— (]

Figure 24: Design Unit Price Analysis Report
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5. Contract Reports

Based on the roles assigned to you, you can generate various contract reports that illustrate various types
of information. These reports enable various project and contract stakeholders to stay up-to-date on the
status of contracts.

You can generate the following reports:
* 5.1. Contract Progress Tracking Reports
* 5.2. Contract Progress Payments Reports

* 5.3. Contract Modification Reports

5.1. Contract Progress Tracking Reports

Based on the roles assigned to you, you can generate various tracking reports that illustrate contract
progress tracking details.

You can generate the following progress tracking reports:

®* (Contractors Daily Record

* Daily Diary Report

* Inspector Daily Report

* Submittal Log

Contractors Daily Record

To generate this report, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager QA/QC
* Construction Contractor CDRs

* Construction Contractor Basic

* Construction Contractor QC Manager
* Construction Contractor Manager

* Construction Operations Engineer

* Inspector

* Assistant Project Engineer

* Project Engineer
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* Regional Engineer

* Construction Inspection A&E Manager

* Inspector A&E

* Assistant Project Engineer A&E

* Project Engineer A&E

The Contractors Daily Record report provides a summary of the daily work carried out by the contractor.
The report considers all the input provided by the contractor in the CDR record and serves as a status
update on the progress of construction work.

Navigation Steps Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report
Gallery > Contractors Daily Record

PROJECTS CONTRACT REPORT GALLERY

Q Type 1 Search X VA Contract Modification Report

n
I') SIT - CAERFO FS LSPDR 2023-1(1) - s~ General{Contract dashboards)

General
_— Contract Summary Report
H -
<hele Grand pay item summary report

@ — SIT- CAERFO FS LSPDR 2023 -1...
~ Progress payments
+ Documents

. Government Receiving Reporl
+ Conligurations

Pay Nete Repart
= Contract ltems

Pay Note Summary Report
+ Frogress Tracking

Progress Payment Report

+

Billings & Payments

Progress Payment Report/Contractor's Versien)

Contract Modifications

Progress Payment Schedule Summary Report

Submitials

Contract Report Gallery | 7 AEES s

+ Subrontract Contractors Daily Record

= Contract Closeour Status Daily Diary Report

= Claims Inspector Daily Report
>, m Freedom of Infarmation Act ... Submittal Log

W | o

Figure 25: Contract Report Gallery - Navigation

* Projects Module > Specific Project > Contracts > Progress Tracking
> Contractor Daily Record List Page > Contractor Daily Record
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PROJECTS CONTRACTOR DAILY RECORD
@, 1ypo o search X v A {1l new F woriow ~ [3] Reports » | Bt ExcelExport + @) More -

f o i . i O © cDRNumber e
SIT - CAERFO F5 LSPDR 2023-1{1) - E. List Page Report

ficldryyy| Eo
E General [ contractars Dally Recard | 0 B
00006 , 112024

= e
a 00005 Key Stone Limited 07/01/2024
‘m‘ — SIT- CALRFC 7S LSPDR 2023-1..
a 00004 Columbia River Contr..  05/23/2024
+ Documents
a 00003 Asphalt LCC_Test 05/01/2024
+ Configurations
a 00002 Key Stone Limited 01/11/2024
= Conlract liems
a 00001 Key Stone Limited 12/05/2023

— Frogress Tracking
= |nspector Daily Record
u Daily Diary
B Lahor/Fquipment

Figure 26: Progress Tracking — Navigation

Provide the information in the following fields, and then click View
Report:
1. Date From: Click to select the date from which you want to obtain
the CDR Report.
2. Date To: Click to select the date until which you want to obtain
the CDR Report.
3. Contractor: From the drop-down list, select the appropriate
contractor. Available options are contractors part of the CDR.
4. Created By: From the drop-down list, select the user who created
the CDR.
Available options are users who created the CDR.
CDR#: From the drop-down list, select the CDR number.
6. Available options are CDRs created between Date From and Date
To fields.

Filter Criteria

o

CONTRACTORS DAILY RECORD

Sample Report

@ Back [y Subscrive

T Jer mne Ned Do o

U, Expariment of oo
QFedsrc\ Highwary
Administration

CONTRACTOR'S DAILY RECORD OF
CONSTRUCTION OPERATIONS

Report#: 00001

UAL CALIIDTS
. : 10642025 "
Project Number: A 111 Date: a1 05202 Project Englneer Allen Reaves
Project Name: UL - Black Shift: 00:00 70 000D Created By: Mike
Mountain Rucsd

Contract Number: BUBLAl JACULILS Task Order Number:

Weather:
Tamp High: Skias: Wind: Working Condition:
Temp Low: Precip: sollz

Contractor/Subcontractor  Start Time End Tims

Figure 27: Contractor Daily Record Report
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Daily Diary Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager QA/QC
* Construction Operations Engineer

* Inspector

* Assistant Project Engineer

* Project Engineer

* Regional Engineer

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

* Assistant Project Engineer A&E

* Project Engineer A&E

A Daily Diary Report provides a comprehensive summary on details maintained by the site supervisor.

The report documents daily activities, events, and observations on the construction site. It also includes
details such as incidents, weather conditions, narrative accounts, and quality concerns.
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Navigation Steps

Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report

Gallery > Daily Diary Record

PROJECTS CONTRACT REPORT GALLERY

Q, Typorta Scarch X W A

Contract Modification Report

m SIT - CA ERFO F5 LSPDR 2023-1(1) - w General(Contract dashboards)

@_ — SIT - CAERFO F5 LSFDR 2023-1...

+ Documents

| General
_— Contract Summary Repart

Grand pay item summary report

~ Progress payments

Government Receiving Report

+ Configurations

Pay Note Report

m Conrract ltems

. " Pay Note Summary Report
=+ Progress Tracking
. Progress Payment Report
=+ Billings & Payments
Progress Fayment Report{Contractor's Version)
= Contract Modifications
Progress Payment Schedule Summary Reporr
= Subrrittals
= Contract Report Gallery | w AREEs TR
+ Subcontract Contractors Daily Record
m Conrtract Closeout Status Daily Diary Report
= Claims Inspector Daily Report
> = Freedom of Informarion Act ... Submittal Log

¥ a

Figure 28: Contract Report Gallery — Navigation

* Projects Module > Specific Project > Contracts > Progress Tracking
> Daily Diary List Page > Daily Diary Report

PROJECTS DAILY DIARY
Q Type to Search ® W oA D New F Workflow ~
1 1] Froject Code
£ s caerrorsseoRzoz | v oo g

General
O SIT-CAERFO FS L...

@ Co=] -

@‘ — SIT CAERFOFSLSPDR 2.

SIT-CAERFOFSL...

+ Documents

= Configurations

Contreclors

Key Conracts

Contracl Calendar

= Conrract ltems

— Progress Tracking
m Contractor Dally Rec..
" Inspector Daily Record

= Daily Diary

® Labor/Equipment

Cantra
B- Daily Diary Report I

[“jt Excel Export =

SIT - Black Mountain R... &982A1

SIT - Black Mountain R... 6982AF

Figure 29: Progress Tracking — Navigation
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Filter Criteria

Provide the information in the following fields, and then click View
Report:
1. Created By: From the drop-down list, select the user who created
the Daily Diary.
Available options are users who created the Daily Diary records.
2. Date From: Click &= to select the date from which you want to
obtain the Daily Diary Report.
3. Date To: Click £ to select the date until which you want to obtain
the Daily Diary Report.

Sample Report

DAILY DIARY REPORT

@ Back [ Subscribe

Crealed By Allen Keaves, Hianca | oya ~ Cale P |04/01/2045 =
Date To 04/3072025 =
o Jota p M fie | Kot (@ & &
U Degamart ot ergsetotar -
e Federal Highway DAILY DIARY REPORT
Admhsicilon Central Federal Lands
Project Number: UAT - CAERFO FS LSPDR 2022-1[1) Weather: sunny
Project Name: UAI - Black Mountain ltoad Temperature: 501,501
Contract Number: CO22AF24C000004 Precipitation:  nonc
Task Order Number: Wind: Calm
Date: 11/06/2024 Soil: Dry

Daily Marrative:

I spake to the conrractar's Superintendent abon his athirude. |

Spacific Notes:

Figure 30: Daily Diary Report
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Inspector Daily Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager QA/QC
* Construction Operations Engineer

* Inspector

* Assistant Project Engineer

* Project Engineer

* Regional Engineer

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

* Assistant Project Engineer A&E

* Project Engineer A&E

The Inspector Daily Report provides a daily summary of the work carried out by the inspector. The report
considers all the input provided by the inspector and serves as a status update on the progress of the
construction.
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Navigation Steps

Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report
Gallery > Inspector Daily Report

PROJECTS

Q, TypotaScarch X VA

ﬁ] SIT- CA ERFO F5 LSPDR 2023-1(1) -

General
"

_@_ — SIT- CAERFO FS LSFDR 2023-1...
+ Documents
+ Configurations
m Conrract ltems
+ Progress Tracking
+ Billings & Payments
= Contract Modifications

= Subrrittals

Contract Report Gallery |

+ Subcontract
= Contract Closeout Status
= Claims

> = Freedom of Information Act ...

v

CONTRACT REPORT GALLERY

Contract Modification Report
w General{Contract dashboards)
Contract Summary Repart
Grand pay item summary repart
~ Progress payments
Government Receiving Report
Pay Note Report
Pay Note Summary Report
Progress Payment Repart
Progress Payment Report{Contractor's Version)
Progress Payment Schedule Summary Report
~ Progress Tracking
Contractors Daily Record

Daily Diary Report

Inspecter Daily Report

Submittal Log

Figure 31: Contract Report Gallery - Navigation

* Projects Module > Specific Project > Contracts > Progress Tracking
> Inspector Daily Report List Page > Inspectors Daily Record

PROJECTS INSPECTOR DAILY RECORD
Q, Type o Search X v A +1 New [ workflow ~ | B Reports - | Bt Excel Export ~
1 IDR Number R Dat
DY [ =rm-cacreo =5 seoR 2023-101) - O 8 [ List Page Report N
Invdd
General E Inspectors Daily Record o
O coao1 - 112972
m 5 =
e
@ — SIT- CAERFOFS LSPDR 2023-1(1)

+ Documenis
— Cenfliguralions
= Contractors
® Key Contacts
= Confract Calendar
= Conlract lerms
— Progress Tracking

= Contractor Daily Recard

= Inspector Daily Record

= Daily Diary
m Lzber/Lauipment

Figure 32: Progress Tracking — Navigation

Filter Criteria 1. Date From: Click & to select the date from which you want to

obtain the IDR Report.

32



Federal Highway
Administration

Reports and Dashboard
Participant Guide

2. Date To: Click i to select the date until which you want to obtain
the IDR Report.

3. Contractor: From the drop-down list, select the appropriate
contractor.
Available options are contractors part of the IDR.

4. Created By: From the drop-down list, select the user who created
the IDR.
Available options are users who created the IDR.

5. CDR#: From the drop-down list, select the IDR number.
Available options are IDRs created between Date From and Date To

fields
Sample Report S —
T e b e @Y &g
-
INSPECTORS DAILY RECORD OF

G‘ Federal Highway
Administrclion CONSTRUCTION OPERATIONS

Report#: 00001

Project Number: LAT FATRIOTS Date:

I5PDR 2073-1(1] B

Project Enginser:  Allen leauzs

. LIAT Mlack "
Project Nama: Mauntain Bnad shift:
LB LA ALDUIU
Whitaker
Contractor/Subcontractor:  Lonstruction Graup

ne.

0b:00 1 LE) Created By: Ylancs Loys

Contract Mumber: Task Order Number:

Weather:  Prect conditians for warking autdoars
Temp High: 00 Shies: Clear Wind: Calm
Temp Low: &5 Precip: Nane Sail: Dy

Werking €ondition: Gocd

Figure 33: Inspector Daily Report

Submittal Log Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

* Construction Admin Staff

* Construction Operations Engineer
* Assistant Project Engineer

* Project Engineer

* Regional Engineer

* Project Engineer A&E

The Submittal Log report provides a comprehensive list of all the submittals for a contract, detailing their
associated contract items, descriptions, and contractors. The submittals included may encompass
manuals, drawings, or schedules.
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Navigation Steps

Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report
Gallery > Submittal Log

PROJECTS CONTRACT REPORT GALLERY

vne ta Se: -
Q\. Type to Search X Vv A Contract Modification Report

m SIT - CA ERFQ F5 LSPDR 2023-1(1) - w General{Contract dashboards)

| General
_— Contract Summary Repart
m :
el Grand pay item summary repart

_@_ — SIT - CAERFO FS LSFDR 2023-1...
~ Progress payments
+ Documents

~ i Government Receiving Report
+ Configurarions

Pay Note Report
m Conrract ltems

. " Pay Note Summary Report
+ Progress Tracking
- Progress Payment Repart
+ Billings & Payments
Progress Payment Report{Contractor's Version)

= Contract Modifications

Progress Payment Schedule Summary Report
= Subrrittals

~ Progress Tracking

Contract Report Gallery

+ Subcontract Contractors Daily Record

Contract Closeout Status Daily Diary Report

= Claims Inspector Daily Report
> = Freedom of Information Act ... Submittal Log

v -

Figure 34: Contract Report Gallery - Navigation

* Projects Module > Specific Project > Contracts > Submittal List
Page > Submittal Log Report

PROJECTS SUBMITTAL

Q Type ta Search X WA .n New [# workflow ~ HT Excel Ex

] Submittal ID
f‘] SIT - CAERFO FS LSPDR 2023-1(1) w7 o g E List Page Report

E General [ submittal Log

D SUB-6982AF24C00.
CEfl “
O @ suss9azarz4coo.. 7
&t — SIT- CAFRFO FS L 3PDR 2023-1(1)
[0 B SuUB-5982AF24C00... 6
+ Daocuments
O 0 suB-g98zaF24CC0... 42
— Confliguralions
[0 D suB-s982ar24C00.. 41
= Contraclors
[J B 5UB-6982AF24C00... 31
= Key Contacts
O @ suB-s9azAF24C00.. 5
® Contract Calendar
O 0 suB-698zAF24C00... 4
m Contract ltems
[0 B suB-s98zarz4ceo... 3
+ Progress Tracking
[0 0 SUB-5982AF24C00.. 2
+ Sillings & Peyments
[0 B suB-s932AF24C00.. 11
= Conrract Medificaticns
O 0 suBs9azAFz4C00.. 1

Submittals

® Contract Report Gallery
-

Figure 35: Submittals — Navigation
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Filter Criteria

Provide the information in the following fields, and then click View

Report:

1. Submittal Status: From the drop-down list, select the appropriate
workflow status.
Available options are Draft, Submitted, Approved by PE, etc.

2. Pay Item: From the drop-down list, select the appropriate pay
item.

Sample Report

SUBMITTAL LOG

@© Back I Subscribe

Sulillal Slabia | Apgrosd

[ k&

—
Fod [Met [Qlw & =

SUBMITTAL LOG

by ¥l ~ Puyllem . 15201-0000, 153010220, 153310 W

Project Number:

Contract Number:

SIT - CAERFOFS
LSPDR 2023-1(1)

6IE2AFZ4COD0004 Task Order #:

Praject Name:  SIT - 8lack Mauntzin Road

Cantractar: Key Slane Limited

Date Submitted

Due Date |Submittal # |Submittal Title |Submittal Type

Specification Section(s)

Submittal Response

04/30/2024 051472024 |2 Quality Contrel [Quality Control 153 - CONTRACTOR Approved
Plan - Control QUALITY CONTROL
of Material
04/30/2024 0571472024 |3 Quality Contral |Quality Control  |153 - CONTRACTOR Rewizion Required
- Soil Erosion QUALITY CONTROL
Control
04/320/2024 05/1472024 |31 Quality Centrol [Quality Control 153 - CONTRACTOR Approved
- 5oil Erosion QUALITY COMTRQL 157 -
Control SCIL EROSION AND

SEDIMFNT CONTROI
_—

Figure 36: Submittal Log Report

5.2. Contract Progress Payments Reports

Based on the roles assigned to you, you can generate various payment reports that illustrate contract

progress payment details.

You can generate the following progress payment reports:

* Government Receiving Report

* Pay Note Report

* Pay Note Summary Report

* Progress Payment Report

* Progress Payment Report(Contractor's Version)

* Progress Payment Schedule Summary Report

Government Receiving Report

To generate this report, you must be assigned any of the following roles:

* Administrator
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* Construction Component Lead
* Construction Admin Staff
* Construction Operations Engineer
* Assistant Project Engineer
* Project Engineer
* Regional Engineer
* Project Engineer A&E
The Government Receiving Report provides a detailed view of the pay items in a pay period at fund

source level. The individual columns represent the different fund rules (fund source allocations) and the
payment amount required per pay item.

Navigation Steps Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report
Gallery > Government Receiving Report

PROJECTS CONTRACT REPORT GALLERY

“ Change Orders

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

General Change Crder By Date Report
[EU * + contract Modifications

@ — SIT-CAFRFO FS [ SPDR 2023-1(1) CM Affected Pay Item Report
+ Documents Contract Modification Report

C curatic
+ Configurations w General{Contract dashboards)

= Contract ltems
Contract Summary Report
+ Progress Tracking
Grand pay item summary report
+ Billings & Payments
v Progress payments
® Contract Modfications

Government Receiving Report
= Submillals

Pay Note Repart
= Contract Report Gallery

Pay Note Summary Report
=+ Subcontract

Progress Payment Report
= Contract Closeout Status

Figure 37: Contract Report Gallery — Navigation

* Projects Module > Specific Project > Contracts > Pay Estimates >
Government Receiving Report
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PROJECTS PAY ESTIMATES LIST
Q, TypewSearch X v oA B workflow - © More -
K-j = - R, [0 B  PayEstimate Number
SIT - CA ERFO FS LSPDR 2023-1(1) - [E Progress Payment Report
General ‘ =} Progress Payment Schedule Summary Report
%
- . ] s [ Pay Note summary Report
»
a 4 [B Government Receiving Repart
— SIT- CA ERFO 15 LEPDR 2023-1(1) Versi
& T- CABRFO FSLSPDR 2023111 o : [ Progress Payment Repert{Contractor's Version)
+ Documents
D 2 10/16/2023 10/31/2023
+ Configurations
D 1 1070172023 10/15/2023

= Pay Estimates

® Pay Estmales Tracking

= Cantract Madifications

= Contract tems
+ Progress Tracking |
= Billings & Payments

= Iem Posting

Figure 38: Pay Estimates — Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:
1. Pay Estimate Number: From the drop-down list, select the
appropriate option.
Available options are pay estimates created in the contract.

Sample Report

GOVERWMENT RECEVING REFDRT

© sack Dy subscrive

_—
' rind B9 =
a
‘GOVERNMENT RECEIVING REPORT
Contral Fadsesl lande
Project Humber: UAT - 1\ ERFO FS LSFDR 2023-
1)
Project Name: Al Hhack
ContractNumber:  G932F2AC0 Tesk Order Humber:
Pay Esimate Number: 1 Stare Date: 13007073 EndDate: 0373/9174 Regucsted Amoun: : $15,872.01
1003 LUNUL - Hion ERHJ 1007% LUNUZ - ERFY
lne#t  CM& |Payheme| Payiem Pay Item Description & Unit | UnitPrice | Ouartity  Amount | Cuantity | Ameumt
Type Supplemental
acnen EEETTeT] COMSTLCION SURY AR | 1BsM SLON| 1T SLAGAZ) bRRNE|  ShAbe R
AE060 iszocoo00| N CCHTRACTOR QUALITY CONTROL | LPSM SLO00[  1AMG1 SLIMEI| n73RMAD[ S50
BRI san | N CHMIRACIOE TS NG 1B st meaw amEst| amons| s
acinn e ooon| N CONSTRUCTION 51T DA T 1P slan|  aatAne e umesm| 161980
sl sownn| N SIORM WAl PO TN 1Bsm F T B R L IR AL LS ]
PREVENTION PLAN
Report Tatal: 3,980 20 843372
ADIUSTMENT v
. .

Figure 39: Government Receiving Report

Pay Note Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

®* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager QA/QC
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* Construction Contractor Basic

* Construction Contractor QC Manager
* Construction Contractor Manager

* 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

The Pay Note Report provides a comprehensive record of payments made or expected for a project. It
includes details such as payment amounts, posted dates, quantities, and the accounts from which the
funds are to be released.

Navigation Steps Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report
Gallery > Pay Note Report

PROJECTS CONTRACT REPORT GALLERY

“ Change Orders

P
ﬂ SIT- CA ERFO FS LSPDR 2023-1(1) -

General Change Crder By Date Report
[EU * « contract Modifications

@ — SIT-CAFRFOFS [ SPDR 2023-1(1) CM Affected Pay Item Report
+ Documents Contract Modification Report

i curatie
+ Configurations ~ General{Contract dashboards)

5 Contract ltems
Contract Summary Report
+ Progress Tracking
Grand pay item summary report
+ Billings & Payments
v Progress payments
= Contract Modfications

Government Receiving Report
= Submillals

Pay Note Repart

= Contract Report Gallery

Pay Note Summary Report
=+ Subcontract

Progress Payment Report
= Contract Closeout Status

Figure 40: Contract Report Gallery — Navigation

* Projects Module > Specific Project > Contracts > Item Posting > Pay
Note Report
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PROJECTS ITEM POSTING
Q, Type toSearch X W oA {1 New [ Workflow ~ Fit Excel Export ~
m } [J 8 itemPosting ID
SIT - CA ERFO FS LEPDR 2022 1(1) - [5- List Page Repart

E General E Pay Note Report

— O IP-6982AF24C00000
- .
|:| IP-8932ZAF24C000004-00059 ADD20
@ — SIT-CALRFO F5 LSPDR 2023-1(1)
D IP-69A2AF24C000004-00058 ¥7000
+ Dccuments
I:I IP-5982AF24C000004-00057 0200
+ Configurations
D IP-69R2AF24C000004-00057 X0220
= Contract ltems
d D IP-6982AF24C000004-00058 X01e0
+ Prograss Tracking
D IP-6982AF24C000004-00056 X0140
— Billngs & Payments
D IP-5982AF24C000004-00055 0120
= Item Posting
D IP-5982AF24C000004-00054 0240
= Pay Estimates
O IP-6982AF24C000004-00054 X0260

= Pay Estimaes Tracking

Figure 41: Item Posting — Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:

1.

o1

Generate Report By: From the drop-down list, select the
appropriate option.

Available options are Item Posting #, Posting From and To Dates,
and Pay items.

Item Posting #: From the drop-down list, select the appropriate
option.

Available options are item postings done in the contract.
Posting Date From: By default, the current date is displayed.
Optionally, click i and select the appropriate date.
Alternatively, select the Null check box if no dates are to be
selected.

Posting Date To: By default, Posting Date from + 30 Days is
displayed.

Optionally, click & and select the appropriate date.
Alternatively, select the Null check box if no dates are to be
selected.

Pay Items: From the drop-down list, select the appropriate option.
Item Posting Status: From the drop-down list, select the
appropriate workflow status of the Item Posting record.
Available options are Draft, Submitted, Approved, etc.
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Sample Report
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Praductian Kate: s Hemaria:
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CONO2 B3% 9367 511470075 b
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Figure 42: Pay Note Report
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To generate this report, you must be assigned any of the following roles:

Administrator

Construction Component Lead
Construction Admin Staff
Construction Contractor Basic
Construction Contractor QC Manager
Construction Contractor Manager
Construction Operations Engineer
Assistant Project Engineer

Project Engineer

Regional Engineer

Project Engineer A&E

Reports and Dashboard
Participant Guide

The Pay Note Summary report provides a comprehensive record of payments made or expected for a

project for a specific pay period.

Itincludes following details:

Payment amounts

Previous, to date and probable quantities

Accounts from which the funds are to be released
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Navigation Steps

Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report
Gallery > Pay Note Summary Report

PROJECTS CONTRACT REPORT GALLERY
.
LY [ s caerroFs LsPOR 2023101) - 7 (EENER OREE

E General
o8

@ — 5IT- CA ERFO FS L5PDR 2023-1(1)

+ Documents

Change Order By Date Report

Contract Maodifications

CM Affected Pay Item Report

Contract Modification Report

+ Configurations ~ General(Contract dashboards)

® Contract ltems
Contract Summary Report
+ Progress Tracking
Grand pay item summary report
=+ Billings & Payments
~ Progress payments
= Contract Medifications

) Government Receiving Report
= Submittals

Pay Note Report

= Contract Report Gallery |

Pay Note Summary Report
+ Subcontract |

Progress Payment Report
= Contract Closeout Status

Figure 43: Contract Report Gallery — Navigation

* Projects Module > Specific Project > Contracts > Pay Estimates >
Pay Note Summary Report

PROJECTS BAY ESTIMATES LIST
Q Type o Search X W oA Nev B workfiow - | [E] Reports - | € More -
= - - . 0 PayEstimate Number
B [ s caerro s spom 20z - o [E Progress Payment Report
]} General ‘ E Progress Payment Schedule Summary Report
5] . a 5 | B Pay Note summary Report
1] — Conlmcis
O 3 [F Government Receiving Repart
& = SIT-CALRFOFSLSPDR 2023111 a . [FL Progress Payment Report(Contractor's Varsion)
+ Documents
D 2 10/16/2023 1043172023
+ Configurations
a 1 10/01/2023 10/15/2023

= Pay Eslimales Tracking

= Conlract llems
+ Progress Tracking |
— Billings & Payments

= [rem Posting

= Contract Modifizations

Figure 44: Pay Estimates Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:
1. Pay Estimate Number: From the drop-down list, select the
appropriate option.
Available options are pay estimates created in the contract.
2. Pay Items: From the drop-down list, select the appropriate option.
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Figure 45: Pay Note Summary

Progress Payment Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

* Construction Admin Staff

* Construction Operations Engineer
* Assistant Project Engineer

* Project Engineer

* Regional Engineer

* Project Engineer A&E

The Progress Payment Report delivers a thorough overview for a designated pay period. It encompasses
detailed information, including the items paid, previous payments, total items paid, current quantities,
probable quantities, unit prices, historical quantities and their unit prices, and adjustments such as
materials on hand and retainage.
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Navigation Steps

Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report

Gallery > Progress Payment Report

PROJECTS CONTRACT REPORT GALLERY

Q Type to Search X v A ~ Contract Modificaticns

P

m SIT - CA ERFO FS LSPDR 2023-1(1) - CM Affected Pay Itern Report
E General Contract Modification Report

[ﬂ[ + Configurations &~ General(Contract dashboards)

.@ " Contract ltems Contract Summary Report

+ FProgress Tracking Grand pay item summary report

— Billings & Payments v P RS

= |tem Posting

Government Receiving Report
= Pay Eslimales

Pay Note Repart

= Pay Estimales Tracking
Pay Note Summary Report

Contract Maodifications

Progress Payment Report

Submittals
Pragress Payment Report{Contractar's Version)

Contract Report Gallery |
Pragress Payment Schedule Summary Report

+ Subcontract
w Progress Tracking

Contract Closzout Status

Figure 46: Contract Report Gallery - Navigation

* Projects Module > Specific Project > Contracts > Pay Estimates >

Progress Payment Report

PROJECTS PAY ESTIMATES LIST

Q, TypetoSearch X VoA B Workflow ~ & More -

- T [0 B  PayEstimats Number
SIT- CALRFG TS LSPDR 2023-1(1  ~ [ Progress Payment Report
General ‘ E Progress Payment Schedule Summary Report

- D 5 E Pay Note Summary Report
o
O 4 [ Governmem Receiving Report
— SIT-CAER SPDR
@ SIT- CALRFOFS LoPDR . D 3 E Progress Payment Report{Contractor's Version)
+ Documenls
D 2 10/16/2023 10/31/2023
+ Conligurstians
O 1 10/01/2023 10715¢2023

® Contract llems
+ Frogress Tracking
— Hillngs & Payments
= Itemm Posring
= Pay Estimates Trac
= Contract Modifications

Figure 47: Pay Estimates — Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:
1. Pay Estimate Number: From the drop-down list, select the
appropriate option.
Available options are pay estimates created in the contract.
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PROGRESS PAYMENT REPORT

Sample Report

@© Back [ subscribe

e, Mtz |4 -
=
1 of 7 B M st He [Rw 5ok
PROGRESS PAYMENT REPORT
Central Federal Lands

Project Numbsr. ST C2EREQ FS LSRDR 2023 141 State: ca
Project Name: ST - Black Mountsin Roed County: San Luis Osispo
Contract Number: BIEZAF24C000004 Partner Agency(s}: A USES
Award Datet 3772028 Awarded Praject Length: 010
Progress Payment Number: 2 {Paid|
Deserlption: ERFD saot repairs neluding MSE

wall, gabians, drzinage lumes, and

ssphalt pevement.
Contractor: Kay Stane Limitad Start Date: 12/1/2023
Contractor Remlt Address: 2400 Lakeling Rd, Austin Tk 578727 Cantracior Certification Recelved:  17/3/2024

Payment thls Progress Perlod: §607,157.33

I cerlify that the quantitics, including overruns, shown hrein are s.paarted by messurcments or are sstimeted in sceerdance with the pressrised metheds, L3t applicabl L

contractors payrolls and inoices have been submitted 2 preccribed
)

4 3

Figure 48: Progress Payment Report
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To generate this report, you must be assigned any of the following roles:

Administrator

Construction Component Lead
Construction Admin Staff
Construction Engineer

Highway Construction Manager QA/QC
Construction Contractor Basic
Construction Contractor QC Manager
Construction Contractor Manager
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

Reports and Dashboard
Participant Guide

The Progress Payment Report (Contractor's Version) report mirrors the Progress Payment Report but
omits fields such as probable quantities and amounts. It is specifically designhed for contractors to

ensure that sensitive data, which is confidential to the FHWA, is not disclosed.
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Navigation Steps

Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report
Gallery > Progress Payment Report(Contractor’s Version)

PROJECTS CONTRACT REPORT GALLERY

Q Type to Search X v A ~ Contract Modificaticns

P

m SIT - CA ERFO FS LSPDR 2023-1(1) - CM Affected Pay Itern Report
E General Contract Modification Report

[ﬂ[ + Configurations &~ General(Contract dashboards)

.@ " Contract ltems Contract Summary Report

+ FProgress Tracking Grand pay item summary report

— Billings & Payments v P RS

= |tem Posting
= Government Receiving Report

= Pay Eslimales

Pay Note Repart
= Pay Estimales Tracking

Pay Note Summary Report
Contract Maodifications

Progress Payment Report

Submittals
Pragress Payment Report{Contractar's Version)

Contract Report Gallery |
Pragress Payment Schedule Summary Report

+ Subcontract
w Progress Tracking

Contract Closzout Status

Figure 49: Contract Report Gallery - Navigation

* Projects Module > Specific Project > Contracts > Pay Estimates >
Progress Payment Report(Contractor’s Version)

PROJECTS PAY ESTIMATES LIST

Q, TypetoSearch X VoA B Workflow ~ & More -

D B Pay Estimate Number

CAERFO FS LSPDR 2023101+

SIT- E Progress Payment Report
General ‘ E Progress Payment Schedule Summary Report
- D 5 E Pay Note Summary Report
o
O 4 [?* Governmem Receiving Report
— SIT-CAER SPDR
@ SIT- CALRFOFS LoPDR . D 3 | E Progress Payment Report{Contractor's Version)
+ Documenls
D 2 10/16/2023 10/31/2023
+ Conligurstians
O 1 10/01/2023 10715¢2023

® Contract llems
+ Frogress Tracking
— Hillngs & Payments
= Itemm Posring
= Pay Estimates Trac
= Contract Modifications

Figure 50: Pay Estimates — Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:
1. Pay Estimate Number: From the drop-down list, select the
appropriate option.
Available options are pay estimates created in the contract.
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PROGRESS PAYMENT REPORK(CONTRACTOR'S VERSION)

Sample Report

@® Back [y subscribe

Faykstimatz Number - ~
L}
|1 2137 b M et [@v &
PROGRESS PAYMENT REPORT 4
Central Federal Lands
Froject Kumber: 31T~ CAERFO FS LSFDR 2023-1{1) State: ca
Praject Name: 51T - Black Mountain Road County:
Contract Number: 69824 F24C000004 Partner Ageney(sl:
Award Nate: AT Awarded Projart langth:
Progress Payment Number: 4 {Paici) Description:
Contractor: <y Stone Umited Start Date:
Payment this Progress Period: S607,157.33 Contractor Certification Received:  1/3/2024

I certfy that the quantities, including verruns, shown herein are supgarted by measurements or are estimated in accordance w th the prescribed methads, that applicable t=
that contractor's payrolls and invoices heve bren submitted 25 preseribed,

Figure 51: Progress Payment Report(Contractor's Version)

Progress Payment Schedule Summary Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager QA/QC
* Construction Operations Engineer

* Inspector

* Assistant Project Engineer

* Project Engineer

* Regional Engineer

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

* Assistant Project Engineer A&E

* Project Engineer A&E

A Progress Payment Schedule Summary Report provides details on specific progress payments made
during a specific pay period. The report includes details such as the contract amount, award amount,
previously paid amounts, and probable payments.
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Navigation Steps

Use any of the following navigation steps:

* Projects Module > Specific Project > Contracts > Contract Report
Gallery > Progress Payment Schedule Summary Report

PROJECTS CONTRACT REPORT GALLERY

Q Type to Search X v A ~ Contract Modificaticns

P

m SIT - CA ERFO FS LSPDR 2023-1(1) - CM Affected Pay Itern Report
E General Contract Modification Report

[ﬂ[ + Configurations &~ General(Contract dashboards)

.@ " Contract ltems Contract Summary Report

+ FProgress Tracking Grand pay item summary report

— Billings & Payments v P RS

= |tem Posting
= Government Receiving Report

= Pay Eslimales
Pay Note Repart

= Pay Estimales Tracking
Pay Note Summary Report

Contract Maodifications

Progress Payment Report

Submittals
Pragress Payment Report{Contractar's Version)

Contract Report Gallery |
Pragress Payment Schedule Summary Report

+ Subcontract
w Progress Tracking

Contract Closzout Status

Figure 52: Contract Report Gallery - Navigation

* Projects Module > Specific Project > Contracts > Pay Estimates >
Progress Payment Schedule Summary Report

PROJECTS PAY ESTIMATES LIST

Q Typew Search R VA 8] Workflow ~ & More ~

) R [0 B  PayEstimats Number
SIT - CAERFO F5 LSPDR 2023-1(1 [ Progress Payment Report
General ‘ | [5 Progress Payment schedule Summary Report
. [m] e [#} PayNote Summary Report
o
O 4 [?* Governmem Receiving Report
— SIT-CACR SPDR
'@‘ SIT- CALRFOFS LoPDR .. D 3 E Progress Payment Report{Contractor's Version)
+ Documents
D 2z 10/16/2023 1073142023
+ Conligurztions
O 1 10/01/2023 10/15¢2023

= Contract llems
+ Progress Tracking
= Eillngs & Paymenrs
= Irom Posring
= Pay Fstimates Trac
= Contract Modifications

Figure 53: Pay Estimates — Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:
1. Pay Estimate Number: From the drop-down list, select the
appropriate option.
Available options are pay estimates created in the contract.
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2. Include Incentives: From the drop-down list, select the
appropriate options.
Available options are Yes or No.

PROGRESS PAYMENT SCHEDULE SUMMARY REPORT

Sample Report

® Back [ Suhscribe

Py i mate Huraeer: | 1 v memsmsaes e ~
=
e fed et (v O G
NPt Progress Payment Schedule Summary Report
Q Federal Highway
Administralien Witheut Incentives
Project Number: VAT - G RO F5 ISPDR 2073-1(1) Repart Date: 0ERLNG
Progress Payment Perlad: 1 {Apprrved for Bayment) Task Order Humber:
Contract Number: BEHLAI LACUDOUDY
Schedule|  Orlginal Contract Revised Award Revlsed Contract | Current PP Amount | Previous Pald Amount | o Date Amount  Probable Amount
[Options Amount Amount Amount
“ 52, /61BI5 54, 163 ELTY S4,063,800.53 SAb828.21 0.0 b, a8 a1 S0L0
Grand $2,/01873.53 sS4 L63E41TY S4IEEALYS SAbE1E. $0.00] S E 1.2 000
Tatal
Respent Gencanead un : 04/95/20125 1156 AW Gumrraieal by :
[Tirnerane: (UTC5:00] Fastam Time (LIS & Canaca)] Fage ot 1

Figure 54: Progress Payment Schedule Summary Report

5.3. Contract Modification Report

Based on the roles assigned to you, you can generate various contract modification reports that illustrate
contract change management details.

You can generate the following progress tracking reports:

* (CM Affected Pay ltem Report

®* Contract Modification Report

CM Affected Pay Item Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager QA/QC
* Construction Operations Engineer

* Inspector

* Assistant Project Engineer

* Project Engineer

* Regional Engineer

* Construction Inspection A&E Manager
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Administration
* Inspector A&E
* Assistant Project Engineer A&E
* Project Engineer A&E

The CM Affected Pay Item Report provides a comprehensive overview of all the pay items impacted by a
specific contract modification. The following details are observed in the report:

* Payitem numbers and their descriptions

* Units and any changes in quantities or amounts

Navigation Steps Use any of the following navigation steps:
* Projects Module > Specific Project > Contracts > Contract Report

Gallery > CM Affected Pay Item Report

PROJECTS CONTRACT REPORT GALLERY
% oo X va
£ | s caemro rs LsDR 2023-101) - v gt
General Change Crder By Date Report
EE” * + Contract Medifications
@- — SIT-CAERFO FS LSPDR 20232-1(1) CM Affected Pay Item Report

+ Documents

+ Configurations

= Contract lems
+ Progress Tracking

+ Billings & Payments

Contract Modification Repaort

~ General{Contract dashbhoards)

Contract Summary Report

Grand pay item summary report

v Progress payments

» Contract Modfications

= Submillals

1 Contract Report Gallery

+ Subcontract

= Contract Closeout Status

Government Receiving Report

Pay Note Repart

Pay Note Summary Report

Progress Payment Report

Figure 55: Contract Report Gallery - Navigation

* Projects Module > Specific Project > Contracts > Contract
Modifications > Contract Modifications List Page > CM Affected
Pay Item Report
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PROJECTS CONTRACT MODIFCIATIONS
Q TypetoSearch X W oA fluew - F workiow -
O 8 cmz

LTSI CAERFD £ LSRR 2023100 = [ contract modification Report

E General i Bl €M Affacted Pay ltem Report | L 04|
- D : gz
= -
[l o

. - . 2 Residential Housing 042872024
— SIT- CAERFOFS LEPDR 2022..

& a 1 Award Additional Schedule 04/29/2024
+ Dacumenrs

Approved On

+ Configurations

= Contracl llems

+ Frogress Tracking

+ Billings & Payments

= Submitals

= Curract Report Gallery
+ Subcaontracr

® Contract Closeout Statys

Figure 56: Contract Modifications — Navigation

Filter Criteria Provide the information in the following fields, and then click View
Report:
1. CM #: From the drop-down list, select the appropriate contract
modification.
Available options are contract modifications created in a contract.

CM AFFECTED PAY ITEM REFORT

Sample Report

—
el e e & S
€M AFFECTED PAY ITEM LIST a
- PROIECT NUMB3ER: WAR-O5-AMZ025 CMMO.: oL
QUARTITY SHEET COMTRACT NUMBER: 4434200 TASK ORDER NUMBER:
CONTRACTOR . Genesls Deslgn andDevelopment, LLC
Mod Type  |Line Item Na. [Pay ltem o, |Pay ltem Descriptian | PayUnit |Unk: Price | Curvent Guantity | New Quantity |Change Change Amaunt
FOILERGEION
racednem  [Foton sTozanne  |CONTROL, LPsw $1.00 o 26,000 26000 52600
EBUPERVISOR
CONTRAZ-OR
| Audded] fem 0200 153070070 QUALITY CONTROL LPSH $1.00| c.oo0 250,000 250,000 525000
AND ASSURANCE
INSTALLATION
racednen  |amton 6300100 |ELECTRICAL cTsm $1.00 o 71000 577,00 537100
CONPANT
COMPENSATINY
SURVEY AND
racertem |.300 152158000 |STAKING, SO EncH $2,500.00) o r20.000 121,000 $310,000 00
CuLvERT
Gaded flem |3800 6020000 | DESIGNBUILD B 5100 000 70000 770,000 sT70n
TOTAL GVERRUNS] 5511700
TOTAL 150.00)
TOTAL AMCUNT 551141700
TOTAL AGGREGATE AMCUNT| 551141700 hd

Figure 57: CM Affected Pay Item Report

Contract Modification Report

To generate this report, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager QA/QC

* Construction Operations Engineer
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* 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

The Contract Modification Report provides a comprehensive overview of all the contract modifications
for a specified Contract Modification record. The following details are observed in the report:

* Reason for the modification
* Contract amount
* Adjustments to the project timeline

* Additions, updates, or deletions of contract pay items

Navigation Steps Use any of the following navigation steps:
* Projects Module > Specific Project > Contracts > Contract Report
Gallery > Contract Modification Report

PROJECTS CONTRACT REPORT GALLERY

“ Change Orders

P
ﬂ SIT- CA ERFO FS LSPDR 2023-1(1) -

General Change Crder By Date Report
[EU * « contract Modifications

@ — SIT-CAFRFOFS [ SPDR 2023-1(1) CM Affected Pay Item Report

+ Documents Contract Modification Report

i curatie
+ Configurations ~ General{Contract dashboards)

5 Contract ltems
Contract Summary Report
+ Progress Tracking
Grand pay item summary report
+ Billings & Payments
v Progress payments
= Contract Modfications

Government Receiving Report
= Submillals

Pay Note Repart
= Contract Report Gallery

Pay Note Summary Report
=+ Subcontract

Progress Payment Report
= Contract Closeout Status

Figure 58: Contract Report Gallery - Navigation

* Projects Module > Specific Project > Contracts > Contract
Modifications > Contract Modifications List Page > Contract
Modification Report
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PROJECTS CONTRACT MODIFCIATIONS
Q TypetoSearch X WA Dnew - ¥ worklow -

- IR O 0 o Approved On
LY 517 CAERFQ ES LSPDA 2023100 = [ conrract modification Report

ey B
E General i - €M Affacted Pay ltem Report 1
(] 3 05/01/2024
) — Contracts o
B

. - . D 2 Residential Housing 042872024
— SIT- CAERFOFS LEPDR 2022..

& a 1 Award Additional Schedule 04/29/2024
+ Dacumenrs

+ Configurations

= Contracl llems

+ Frogress Tracking
+ Billings & Payments
= Submitals

= Comract Report Gallery

+ Subcaontracr

® Contract Closeout Statys

Figure 59: Contract Modifications — Navigation

Filter Criteria

Provide the information in the following fields, and then click View
Report:
1. CM #: From the drop-down list, select the appropriate contract
modification.
Available options are contract modifications created in a contract.

Sample Report

nnnnnnnnnnnnnnnnnnnnnnnn

© Back [ Subserib
e e ~
—
oz p mra e @ G
COMNTRACT MODIFICATION REPORT -
Federal Land Highways
Project Number: MAR-03-AR-2025
Project Name: MAR-03-AR-2025 Praject UAT
Contract Number: 1783020
Task Drder Humber:
iz M Type FaR Autharity M Initinted By Tatal Net CM Amaunt  Aggregate CM Amount M Time
Incresse/Decrease
mm Chige Onler 17,81 400 S111,87 000 il
son Change: Account Number Amoune
comiz KPR s am
CONOS 2378238 $M7.00)
Date of Actions:
Date RFP Sent to Contractor:
Date Hegotlations Completed:
Date PR was Signed: v

Figure 60: Contract Modification Report
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6. Contract Dashboards

Based on the roles assigned to you, you can generate a dashboard to view the contract details. You can
view the following dashboards:

* Contract Summary Dashboard

* Grand Pay Iltem Summary Dashboard

Contract Summary Dashboard

Navigation Steps Projects Module > Specific Project > Contracts > Contract Dashboard >
Contract Summary Dashboard

PRORCS COMTRACT NASHRDARTD 111

QT arch X W oA | [0 select dashboard: w | woze: | view v gINew _Frdie [ Delete b Set/As Dafelt
f [em-came s sy -
General s B o
o B CONTRACT SUMARY BAC-BOARD
@&
Estimated T Date Amount 3 44812856
Pald to Data 4 1.603,300.28
Rulainages s 37,500.00
Total Current Autharized Construction Amount | §. 6B SIS
Zenstructon Probabla Amount 4 3.087,837.41
Deficit 3 (1.523,111.42}
Total Current CEICE-CI Expancifuros: 3 oo
Tatal Probable CEICE-CI Expendlturas 3 .00
Zurrant Baye Usad 247
Percant Work Complated 081%
Percant Time Used 752
Total Glalm Amount Pald (5] 50.00
Tatal ¢lalns Pald Post Closure of Contract {3) 50.00
> Tatal Subeontract Amount $223,000.00
- Subcontract % of Contract e v

Figure 61: Contract Dashboard - Navigation

CONTRACT DASHBQARD  CONTRACT DITA LS

Sample Dashboard

[Fg Select Dashboard: CentractSummary Deshioard ~ | Mode: View v  lNew _FEdit [T Delete ¥} SetAs Default

Report Viewar

i of 1 m= =

CONTRACT SUMMARY DASHBOARD

Estimatad To Date Amount 3 2,487,028.56
Paid to Date $ 1,803,309.28
Retainagas $ 37,500.00
Total Current Authaorized Construction Amount 4 6,620,948.83
Construction Prabable Amount 3 3,097,837.41
Deflclt $ 13.523,111.42)
Total Current CE/CE-C| Expenditures $ 0.00
Total Probable CE/CE-CI Expandituras $ 0.00
Current Days Used 347
Percent Work Completed 80.61%
Psrcant Tima Used 73.52%
Total Clalm Amount Pald ($) $0.00
Total Claims Paid Post Clesure of Contract ($) $0.00
Total Subcontract Amount $323,000.00
Subcontract % of Contract 4.88%

Figure 62: Contract Summary Dashboard

55



Federal Highway
Administration

Reports and Dashboard
Participant Guide

Details

Field Name

Description

Estimated To Date
Amount

Sum of all the item postings that are in the
Submitted and Approved workflow status.

Paid to Date Sum of Net to be Paid from all the approved pay
estimates.
Retainages Sum of Item Level Retainages + Adjustments

with Type Retainage Value = A+ B

Where,

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

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

B = Sum of Previously Held Retainages +
(Adjustment this PE — Release Previously held
Retainage for all Adjustments of type) =
Retainage from the latest PE.

Note: PE = Pay Estimate

Total Current
Authorized
Construction Amount

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

Construction
Probable Amount

Sum of Probable Amount for all the contract
items + Adjustments from the latest Pay
Estimate irrespective of its workflow status.
Note: Only users with permission defined in
the Additional Permissions Setup catalog of the
library can view this field.

Deficit

Itis calculated as: Construction Probable
Amount - Total Current Authorized
Construction Amount

Note: If the deficit is in negative, the value is
displayed in red and negative sign is not
displayed.

Total Current CE/CE-
Cl Expenditures

Sum of Expended Amounts for fund type = CE +
Cl

Total Probable
CE/CE- CI
Expenditures

Sum of Probable Amounts for fund type = CE +
Cl

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

Description

Current Days Used

It is calculated as:

* IfTime Count Stopped Date is available,
then#(Time Count Stopped Date#- Start
date - Interim stoppage days + 1)

* If Time Count Stopped Date is not
available, then (Current date - Start date
- Interim stoppage days + 1)
Note: The calendar selected for the contractis
used for calculating the days.

Percent Work
Completed

It is calculated as: Estimated To Date Amount +
Construction Probable Amount in %.

Percent Time Used

Itis calculated as:

* |f Time Count Stopped Date is available,
then (Time Count Stopped Date#- Start
date - Interim stoppage days + 1) +
Revised Calendar Days#(in %)

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

* |f Time Count Stopped Date is not
available, then (Current date - Start date
- Interim stoppage days + 1) + Revised
Calendar Days#(in %)

Note: The calendar selected for the
contract is used for calculating the days.

Total Claim Amount
Paid ($)

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

Total Claims Paid
Post Closure of
Contract ($)

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

Total Subcontract
Amount

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

Subcontract % of
Contract

Itis calculated as: (Sum of Subcontract
Amount from the latest approved version for all
subcontractors + Contract Amount from
Contract Items) x 100
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Grand Pay Item Summary Dashboard

To view this dashboard, you must be assigned any of the following roles:

* Administrator

* Construction Component Lead

* Construction Admin Staff

* Construction Engineer

* Highway Construction Manager QA/QC
* Construction Operations Engineer

* Inspector

* Assistant Project Engineer

* Project Engineer

* Regional Engineer

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

* Assistant Project Engineer A&E

* Project Engineer A&E

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

Navigation Steps Projects Module > Specific Project > Contracts > Contract Dashboard >
Grand Pay Item Summary Dashboard

BROJECT: CONTRACT DASHED:

X v |IE Salect Dashbears: wrans #ay Lem L mmay Lashbaar vl Made: virer w fHew _f Edit I Coete % Setas Dofault

Grand Pay Item Summary Dashk

LineF

Guantity
Pay ltam #: 191011000

Pay e : 1

Figure 63: Contract Dashboard - Navigation
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Sample Dashboard

CONTRACT DASHEDARD  OF KA1 CLL

T S2lect Dashbeard: | Srana Pa vz Suvrar Dasnbaard Moca: vz v Awen  Froc i csere 8 Seris Defaul
Grand Pay Item Summary Dashboard
Oviginal Amoune Ravised Concrace AweUne  Submitd Psdrgs AMAUWT  Apprtwed Fostings Amount: ToDure Afjuswnencst Esdmarad Cussne Fayman Tad Te Datee
AR Bty o A 0 s TR TV
Contraet Quantities Revlsed Quantities Submitted Itam Postings Current Quantities

Line # Quarlity | Uil piive  PayUrils|  fameunt art [ arv | sl | Gurenl | P ToDsle |ToDste Promn
Pay bem #: v e CMIR: THiam Fay ltem Type : 1 Deescription : €101 14k
551 ‘ n n‘ 47300 MIT ‘ $1001 Kl 'rnl [ 1| |r'-'| B 'rn‘ |'r.1'-| 0
Pay llem# : 30010070 CME: Py llean Type : KR e ?
waone ‘ If..'(.ﬂ‘ HL2%.00 Tor ‘ R n:rnl [EEE) .:\::nl
Py llern #; 10100 [ Py llean Type ; CH
[y ‘ u‘ .00 ‘ sanan |.rs-.| [EEE) .:\::nl ¥ ¥
Pay Hem#: recodcel M Pay ltem Type : Dagerlption | wew e adelag 1T batnes e
i1 ‘ \'E.'-m‘ HLOIA00 ATF ‘ © 25man F.R:rnl AT a .\ol ;r:r| u.'r.n‘ ur.r.l an.
Py Merw # 3 PEca 0 [LICTENCE Fay emType : 07 DESETIBION | 7% FE A06IE O 3
| e amsmnn Ao | s =] Lrsanan | w0 e aea| [

Figure 64: Grand Pay Item Summary Dashboard

Details

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

the appropriate information
table:

in the fields, as described in the following

Field Name

Description

Schedule

From the drop-down list, select the
appropriate option.

Available options are all schedules from
containers in the Contract Items page.

Pay Item No

From the drop-down list, select the
appropriate option.

Available options are pay items from the
Contract Items page.

CM#

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

Optionally, from the drop-down list, select
the specific CM #.

Only items impacted by the CM is
displayed.

The following information is

displayed:

Field Name

Description

Original Amount

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

Revised Contract

Sum of Current Amount for all the Contract

Amount Iltems.

Submitted Postings Total amount of postings in the Submitted
Amount workflow status.

Approved Postings Total of all the approved Item Postings
Amount which are not part of any Pay Estimate.

To Date Adjustments

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

Estimated Current
Payment

Itis calculated as: To Date Progress - Paid
To Date
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Field Name Description

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

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

Estimated To Date Sum of amounts from Approved ltem

Amount Postings.

Current Approved Sum of all Net to be Paid this Bill from pay

Payment Amount estimates in the Submitted and Draft
workflow status.

Previous Paid Sum of all Net to be Paid this Bill from pay

Expenditure estimates in the Approved for Payment and
Paid workflow status.

Percent Contract Itis calculated as: Sum of Approved Pay

Completed Estimates + Probable Amountin %

Probable Amount Sum of Probable Amounts from Contract

Items. The probable amountincludes
adjustments as well.

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

Percent Work Completed | Itis calculated as : To Date Progress +
Probable Amount x 100

The grid displays the following information:

Section Field Name Description
- Pay ltem # The pay item number of the
item.
- CM# The contract modification
number of the item.
Pay Item Type The pay item type of the item.
Description The description of the item.
Line # The line number of the item.
Contract Quantity Original Contract Quantity
Quantities available at the time of locking

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

Unit Price The unit price of the item.

Pay Units The unit of the item.

Amount Itis calculated as: Unit Price x
Quantity
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Section

Field Name

Description

Revised
Quantities

QTY

Original Contract Quantity +
any approved contract
modification for the respective
item.

If the unit of the item is LPSM or
CTSM, then the value is 100%.

Amount

Itis calculated as: Unit Price x
Revised Quantities: QTY

Current
Quantities

Current

Sum of all the quantities for the
item in all the pay estimates in
Draft and Submitted workflow
status.

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

Previous

Sum of all the quantities for the
item in all the pay estimates in
Approved for Payment or Paid
workflow status.

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

To Date

Itis calculated as: Current To
Be Paid + Previously Paid Qty

Amount

Amount corresponding to the
To Date Qty.
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Section Field Name Description

- Comp % Itis calculated as: To Date
Amount + Probable Amountin
$in%

Probable Probable QTY The probable quantity of the

Quantities item.

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

Probable Amount Amount corresponding to the

Probable Qty.

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

- O/U %

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

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

The adjustment grid displays the following information:

Field Name Description

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

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

Fund Rule The appropriate information is retrieved

from the latest pay estimate in any workflow
status.

Original

Adjustment Amountin $:

The initial adjustment amount when this
adjustment was created.

This information is retrieved from the latest
pay estimate in any workflow status.

Previous

Adjustment Amountin $:

The Previously Held Amount in $ from the
latest pay estimate.
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Field Name

Description

Adjustment Amountin $:

Current

The Net Adjustment from the latest pay
estimate.

Adjustment Amountin $:

To Date

Itis calculated as: Adjustment Amountin $:
Previous + Adjustment Amountin $: Current

Probable Amountin $

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

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

O/U %

It is calculated as: To Date Amount +
Probable Amountin $in %

63




Federal Highway Reports and Dashboard
Administration Participant Guide

7. Appendix

7.1. 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:

* 7.1.1. Generating and Viewing Reports
o 7.1.1.1. Generating a report

o 7.1.1.2.Printing a report

o 7.1.1.3.Saving a report in various formats

o 7.1.1.4.Updating report to view the latest information

* 7.1.2.Subscribing to a report

7.1.1. Generating and Viewing Reports

You can generate reports for different information views for all the forms in the application.
Masterworks enables you to use report filters to generate reports with specific information.
You can perform the following report functions:

e 7.1.1.1. Generating a report

e 7.1.1.2. Printing a report

* 7.1.1.3. Saving a report in various formats

e 7.1.1.4. Updating report to view the latest information
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7.1.1.1. 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.
Steps
1. Perform any of the following steps, as applicable:

o Inthe form list page, click Reports, and then click the appropriate report.

PROJECT FUND LIST

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

I:] Q Project Fund ID Fund Source Code
[#. List Page Report

D PFL-2 CONO02 CONO2

Figure 65: Using Reports Option

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

PROJECTS PROJECT REPORT GALLERY
Qs x| v A
ﬂ SIT - CA ERFO FS LSPDR 2022 1(1] = v Acquisition Reports
E General Awarded Bid Schedule Report
[ = sIT- cA ERFO FS LSPDR 2023-1(1) Bid Analysis Report
@. + Docurmenls Bid Schedule Report

® Document Search Bid Tabulation Report

| = Project Report Gallery Obligation Tabulation Repert

= Proect Calendar
= Fund Management
= Project Fund List

= Project Fund Transaclion

= Funding Rules
=+ Bid Estimate Information
+ Biduinyg

+ Contracts

Figure 66: Project Report Gallery Navigation Page
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o Inthe project navigation pane, expand the contract folder, click Contract Report Gallery, and
then double-click the appropriate report.

PROJECTS CONTRACT REPORT GALLERY
B
LY (st catmrorsiseonzozsay | w | v ChangeOrders
General Charge Order By Dale Report
3: * ~ contract Modifications
- + Cenligurations
'@' ®m Contract lems €M Affected Pay Item Report
=+ Progress Tracking Contract Modification Repart
ogress g

+ Billings & Payments w General(Contract dashboards)

Centract Modifications Contract Summary Report

Submittzls Grand pay item summary repart

Centract Report Gallery ~ Progress payments

=+ Subcontract
Government Receiving Report

Contract Closeout Status
Pay Note Report

= Claims

Pay Mete Summary Repert
m Freecom of Informartion ..

Progress Payment Report
m Request for Equitable A
Progress Payment Report{Contractor's Version)

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

Figure 67: 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 Roles | N '
==
4|1 of 1 p P And | Next  [Qlw 45 yg
&
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account [Authorized |Expended Remainin
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount ($) Amount (4
Name Code Category
PFL-1 CONO01 |CONO01 |CON [FLAP This project 1516043 0.00 0.00 Q.00
fund list for |027201.5
fund source|40.CN.V7
category 00.04.15
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v
X ] 3

Figure 68: Using View Report Option

The report is generated and displayed.
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Printing a Report

1. Generate the required report.
For more information, refer to Section 7.1.1.1. Generating a Report

2. Inthereporttoolbar, click Print Report ﬂ

LIST PAGE REPORT

Reports and Dashboard
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@ Back g Subscribe
Include Pending on Users and Roles | N R
1 of 1 Find | Next  [Qlw .:_-,
&
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remaining
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount ($) Amount (4
Name Code Category
PFL-1 CONO1 |CONO01 |CON [FLAP This project 1516043 0.00 0.00 Q.00
fund list for |027201.5
fund source|40.CN.V7
catepory 00.04.15
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v

4 S

7.1.1.3.

Steps

Saving a Report

1. Generate the required report.

Figure 69: Using Print Report Option

For more information, refer to Section 7.1.1.1. Generating a Report
2. Inthereporttoolbar, click Export, and then click the required option.
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PROJECT STATUS REPORT

@ Back & Subscribe

{
Report Version ‘ Active Projects v ‘ Percent Complete Greater Than 190 |

Positive § Value Difference | 100000 ‘ Negative $ Value Difference i 100000 l

A Jorr b M B :’ﬁnd[Nextd

‘ Excel
PDF
CSV (comma delimited)

Figure 70: Exporting a Report

68



Federal Highway Reports and Dashboard
Administration Participant Guide

7.1.1.4. Viewing Latest Information in a Report
Steps

1. Generate the required report.
For more information, refer to Section 7.1.1.1. Generating a Report

. F
2. Inthe report toolbar, click Refresh ™
LIST PAGE REPORT
@ Back J:_), Subscribe
Include Pending on Users and Roles | N ~
1 |af1 find | Next  [Qw =
&
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remaining
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount ($) Amount (4
Name Code Category
PFL-1 CONO1 |CONO01 |CON [FLAP This project | 1516043 0.00 0.00 0.00
fund list for |027201.5
fund source|40.CN.V7
catepory 00.04.15
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v
X ] 2

Figure 71: Using Refresh Option

7.1.2. Subscribing to Reports

Prerequisites

* You must have access to the report.

* The logged-in useris 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 reportis delivered through email to the specified email addresses in the specified formats.
Note: Only Masterworks registered email address is allowed to receive the subscribed reports.

* File Share: The reports are saved to the specified location in the specified formats
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Note: Users with the appropriate permission can subscribe themselves or others to a report. Only
users with the Administrator role can remove or end an active subscription once itis created.

Steps

1.

Open areport, and then click B subscribe

BID ANALYSIS REPORT

@ Back Q[ Subscribe

Bidder: Missouri River Contractors, LLC ~ Minimum Deviation 9 =

Maximum Deviation % :

View Report

Figure 72: Subscribing a Report

The subscription dialog box is displayed.
SIT Testing Build- FHWA eDelivery

Delivery Option Schedule Details

Please select the delivery option

© E-Mail O Windows File Share

To *:
Cc
Bcc
(Use (;) to separate multiple e-mail addresses.)
Reply-To
Subject *:
Priority : Normal v
Comment >
Include Report
B2 'nclude Link
Report Format : PDF v

Start Date : (7-27-2023

Enable schedulestop : [ |

Figure 73: 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:

o Click E-Mail to receive the report through email.
o Click Windows File Share to save the report to the specified location.

3. Based on the delivery option selected, perform the following steps:

E-Mail

Windows File Share

In the To box, enter the email addresses
of the recipients of the report.

. Inthe Reply-To box, enter the email

addresses of the recipients to whom the
reply email must be delivered.

In the Subject box, enter the name of the
report or any other appropriate subject
for the email.

. From the Priority drop-down list, select

the priority of the email.

If the selected priority is High, the email
will be sent as a High Priority notification.
In the Comment box, enter any
comment for the email.

Comments are included in the body of
the email.

Select the Include Report check box to
deliver the report in the selected format
as an email attachment.

Select the Include Link check box to
deliver the link to the report in the report
delivery email.

The recipient can view the report on the
application only if the recipient has the
required permissions on the report.
From the Report Format drop- down list,
select the format in which the report
must be generated and delivered to the
specified email addresses.

From the Start Date list, click the date
from when the report must be delivered.
Select the Stop this schedule on check
box, and then select the date until when
the report must be delivered.

In the File Name box, enter the file name
for the report.

. Select the Add a file extension when the

file is created check box to save the
report file name with the extension of the
file format as required for the report.

In the Path box, enter the path of the
shared file location where the report
must be saved.

Note: To configure the shared file
location in the application, you must
provide the file path location to the
Administrator.

. From the Report Format drop-down list,

select the format in which the report
must be generated and saved.

In the Credentials used to access the file
share section, enter the credentials to
access the shared location and save the
report.

From the Overwrite options section, click
any of the following options:

* Overwrite an existing file with a
newer version - When saving the
report at the file location at the
scheduled time, if a file with the
same name exists, then the
existing file is overwritten by the
latest report.

* Do not overwrite the file if a
previous version exists - When
saving the report at the file
location at the scheduled time, if a
file with the same name exists,
then the reportis not overwritten
by the latest report, and the report
is not saved at the file location.

* Increment file names as newer
versions are added - When saving
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E-Mail Windows File Share

the report at the file location at the
scheduled time, if a file with the
same name exists, then the latest
report is saved with the same
name appended with a sequential
number.

g. From the Start Date list, click the date
from when the report must be saved.

h. Selectthe Stop this schedule on check
box, and then select the date up to when
the report must be saved at the file
location.

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

SIT Testing Build- FHWA eDelivery X

Delivery Option Schedule Details

'C:’ Hourly Runs only once
() paily start time (hh:mm)
(:j\,l Weekly

() Monthly

(§7 Once

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

Option Description Steps

Hourly The report is delivered a. Click Hourly in the delivery options list.
every preset number of b.In the Run the schedule every section, enter
hours.

the frequency of report delivery:

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

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

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

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

* Click Repeat after this number of days,
and then, then in the box, enter the
number of days to get the report
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Option

Description

Steps

delivered periodically once every
specified number of days.
c. Inthe Start time (hh:mm) box, enter the time (in
24-hour format) the report must be delivered.

Weekly

The report is delivered
every preset number of
weeks on preset days of
the week.

a. Click Weekly in the delivery options list.

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

c. Inthe On day(s) section, select the days on
which the report must be delivered.

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

Monthly

The report is delivered
monthly on preset days
of a selected week.

a. Click Monthly in the delivery options list.
b. Selectthe months when the report must be
delivered.
c. Click one of the following options to schedule
the delivery of the report:
°*  On week of the month

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

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

°* On Calendar day(s)

o Inthe box, enter the number of days
of the month the report must be
delivered, starting from the current
day. For example, if the current day is
the 12" of a month, and the calendar
days setis 10, then the reportis sent
for 10 days from the 12th of every
selected month.

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

Once

The report is delivered
once on the current day.

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

6. Click Subscribe.

The reportis delivered as scheduled.
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Note: Only users with the Administrator role can unsubscribe to reports.
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