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

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

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

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

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

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

www.aurigo.com 

  

http://www.aurigo.com/
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2. Introduction to Using 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: 

• 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: 

• Pay Item Team 

• 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 

• 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 
 

 
Figure 1: Project List Page – Navigation 

 
• Projects Module > Project List Page > Appropriate project > Select 

Dashboard > Construction Status Report 
 

 
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 

 
Figure 3: Construction Status Report 

 

Project Status Report 

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

• Pay Item Team 

• 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 
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• 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 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 
 

 
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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Sample Report  

 

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 
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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 
 

 
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. 
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Sample Report 

 

Figure 7: Awarded Bid Schedule Report - Page 1 

 
 

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 
 

 

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. 
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Sample Report 

 

Figure 10: Bid Analysis Report - Page 1 

 
 

Figure 11: Bid Analysis Report - Page 2 

 

  



Federal Highway                                                                                                                                                                         Reports and Dashboard 
 Administration                                                                                                                                                                                 Participant Guide 
 

15 
 

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 
 

 
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. 
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Sample Report 

 

Figure 13: Bid Schedule Report - Page 1 

 
 

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 
 

 
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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Sample Report 

 

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 
 

 
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. 
Sample Report 

 

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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• 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 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 
 

 

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. 

Sample Report 

 

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 



Federal Highway                                                                                                                                                                         Reports and Dashboard 
 Administration                                                                                                                                                                                 Participant Guide 
 

22 
 

• 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 
 

 

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 

 

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 
 

 

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 

 

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 
 

 
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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Figure 26: Progress Tracking – Navigation 

Filter Criteria 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. 

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

To fields. 
 

Sample Report 

 

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 
 

 
Figure 28: Contract Report Gallery – Navigation 

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

 
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 

 

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  
 

 
Figure 31: Contract Report Gallery – Navigation 

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

 
Figure 32: Progress Tracking – Navigation 

Filter Criteria 1. Date From: Click   to select the date from which you want to 
obtain the IDR Report. 
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2. Date To: Click   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 

 

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  
 

 
Figure 34: Contract Report Gallery – Navigation 

 
• Projects Module > Specific Project > Contracts > Submittal List 

Page > Submittal Log Report 

 
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 

 

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 
 

 
Figure 37: Contract Report Gallery – Navigation 

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

Government Receiving Report 
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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 

 

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 
 

 
Figure 40: Contract Report Gallery – Navigation 

• Projects Module > Specific Project > Contracts > Item Posting > Pay 
Note Report 
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Figure 41: Item Posting – Navigation 

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

Report: 
1. 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. 

2. Item Posting #: From the drop-down list, select the appropriate 
option.  
Available options are item postings done in the contract. 

3. Posting Date From: By default, the current date is displayed. 
Optionally, click   and select the appropriate date. 
Alternatively, select the Null check box if no dates are to be 
selected. 

4. 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. 

5. Pay Items: From the drop-down list, select the appropriate option. 
6. 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 

 

Figure 42: Pay Note Report 
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Pay Note Summary Report  

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 

The Pay Note Summary report provides a comprehensive record of payments made or expected for a 
project for a specific pay period.  

It includes 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 
 

 
Figure 43: Contract Report Gallery – Navigation 

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

Pay Note Summary Report 
 

 
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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Sample Report 

 

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 
 

 
Figure 46: Contract Report Gallery – Navigation 

• Projects Module > Specific Project > Contracts > Pay Estimates > 
Progress Payment Report 
 

 
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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Sample Report 

 

Figure 48: Progress Payment Report 
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Progress Payment Report (Contractor's Version) 

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 
 

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 designed 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) 
 

 
Figure 49: Contract Report Gallery - Navigation 

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

 
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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Sample Report 

 

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 
 

 
 
Figure 52: Contract Report Gallery - Navigation 

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

Progress Payment Schedule Summary Report 
 

 
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. 

Sample Report 

 

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 Item 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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• 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: 

• Pay item 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 
 

 
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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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. 

Sample Report 

 

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 
 

 
Figure 58: Contract Report Gallery – Navigation 

• Projects Module > Specific Project > Contracts > Contract 
Modifications > Contract Modifications List Page > Contract 
Modification Report 
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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. 
The CMs are displayed in descending order of the CM number. 

Sample Report 

 

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 Item Summary Dashboard 

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

Contract Summary Dashboard 
 

 
Figure 61: Contract Dashboard - Navigation 

 
Sample Dashboard 

 
Figure 62: Contract Summary Dashboard 
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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 It is 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- 
CI Expenditures 

Sum of Expended Amounts for fund type = CE + 
CI 

Total Probable 
CE/CE- CI 
Expenditures 

Sum of Probable Amounts for fund type = CE + 
CI 
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: 

• If Time 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 contract is 
used for calculating the days. 

Percent Work 
Completed 

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

Percent Time Used It is calculated as: 
• If 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 

• If Time Count Stopped Date is not 
available, then (Current date - Start date 
- Interim stoppage days + 1) ÷ Revised 
Calendar Days#(in %) 
Note: The calendar selected for the 
contract is used for calculating the days. 

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 

It is 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 Item 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 

 

Figure 63: Contract Dashboard - Navigation 
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Sample Dashboard 

 
Figure 64: Grand Pay Item Summary Dashboard 

Details By default, a dashboard is displayed. To view specific information, provide 
the appropriate information in the fields, as described in the following 
table: 

Field Name Description 
Schedule From the drop-down list, select the 

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

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. 

It is calculated as: Sum of Original Qty x 
Unit Price for All Contract Items 

Revised Contract 
Amount 

Sum of Current Amount for all the Contract 
Items. 

Submitted Postings 
Amount 

Total amount of postings in the Submitted 
workflow status. 

Approved Postings 
Amount 

Total of all the approved Item Postings 
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 

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

Estimated To Date 
Amount 

Sum of amounts from Approved Item 
Postings. 

Current Approved 
Payment Amount 

Sum of all Net to be Paid this Bill from pay 
estimates in the Submitted and Draft 
workflow status. 

Previous Paid 
Expenditure 

Sum of all Net to be Paid this Bill from pay 
estimates in the Approved for Payment and 
Paid workflow status. 

Percent Contract 
Completed 

It is calculated as: Sum of Approved Pay 
Estimates ÷ Probable Amount in % 

Probable Amount Sum of Probable Amounts from Contract 
Items. The probable amount includes 
adjustments as well. 
Note: Only users with permission defined in 
the Additional Permissions Setup catalog of 
the library can view and update this field. 

Percent Work Completed It is calculated as : To Date Progress ÷ 
Probable Amount x 100 

 
The grid displays the following information: 

Section Field Name Description 
- Pay Item # 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 
Quantities 

Quantity Original Contract Quantity 
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 It is 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 It is 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 It is 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 % It is calculated as: To Date 

Amount ÷ Probable Amount in 
$ in % 

Probable 
Quantities 

Probable QTY The probable quantity of the 
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 % It is calculated as: To Date 
Amount ÷ Probable Amount in 
$ in % 
Note: Only users with 
permission defined in the 
Additional Permissions Setup 
catalog of the library can view 
and update this field. 

 
The adjustment grid displays the following information: 
 

Field Name Description 
Adjustment Type The appropriate information is retrieved 

from the latest pay estimate in any workflow 
status. 

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

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

Adjustment Amount in $: 
Original 

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

Adjustment Amount in $: 
Previous 

The Previously Held Amount in $ from the 
latest pay estimate. 
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Field Name Description 
Adjustment Amount in $: 
Current 

The Net Adjustment from the latest pay 
estimate. 

Adjustment Amount in $: 
To Date 

It is calculated as: Adjustment Amount in $: 
Previous + Adjustment Amount in $: Current 
 

Probable Amount in $ 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 Amount in $ in % 
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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: 

• 7.1.1.1. Generating a report 

• 7.1.1.2. Printing a report 

• 7.1.1.3. Saving a report in various formats 

• 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 In the form list page, click Reports, and then click the appropriate report. 

 
Figure 65: Using Reports Option 

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

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

 
Figure 67: Contract Report Gallery Navigation Page 

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

 
Figure 68: Using View Report Option 

The report is generated and displayed. 
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7.1.1.2. Printing a Report 

Steps 

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

2. In the report toolbar, click Print Report . 

 
Figure 69: Using Print Report Option 

 

7.1.1.3. Saving a Report 

Steps 

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

2. In the report toolbar, click Export, and then click the required option. 
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Figure 70: Exporting a Report 
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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 

2. In the report toolbar, click Refresh  

 
Figure 71: Using Refresh Option 

7.1.2. Subscribing to Reports 

Prerequisites 

• You must have access to the report. 

• The logged-in user is assigned with the permission to generate the report. 
 
Overview 

You can subscribe to reports, and subscribed reports are delivered to the specified email addresses or 
saved in the specified file location. You can configure subscriptions so that the reports are delivered 
periodically in the specified format. 

Additionally, you can create multiple subscriptions for a single report with varied subscription options. 

You can subscribe to a report using any of the following methods: 

• Email: The report is delivered through email to the specified email addresses in the specified formats. 
Note: Only Masterworks registered email address is allowed to receive the subscribed reports. 

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

 
Steps 

1. Open a report, and then click . 

 
Figure 72: Subscribing a Report 

The subscription dialog box is displayed. 

 
Figure 73: Subscription Dialog Box 

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

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

b. In the Reply-To box, enter the email 
addresses of the recipients to whom the 
reply email must be delivered. 

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

d. 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. 

e. In the Comment box, enter any 
comment for the email. 
Comments are included in the body of 
the email. 

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

g. 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. 

h. From the Report Format drop- down list, 
select the format in which the report 
must be generated and delivered to the 
specified email addresses. 

i. From the Start Date list, click the date 
from when the report must be delivered. 

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

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

b. 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. 

c. In the Path box, enter the path of the 
shared file location where the report 
must be saved. 
Note: To configure the shared file 
location in the application, you must 
provide the file path location to the 
Administrator. 

d. From the Report Format drop-down list, 
select the format in which the report 
must be generated and saved. 

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

f. 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 report is 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. Select the 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 set the frequency of report delivery, click the Schedule Details tab. 

 

5. From the delivery frequency options, click the appropriate option: 
Option Description Steps 
Hourly The report is delivered 

every preset number of 
hours. 

a. Click Hourly in the delivery options list. 
b. In the Run the schedule every section, enter 

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

Daily The report is delivered 
once on preset days, or 
periodically as defined. 

a. Click Daily in the delivery options list. 
b. In the schedule definition section, enter the 

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

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

• On Calendar day(s) 
o In the 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 12th of a month, and the calendar 
days set is 10, then the report is 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 report is delivered as scheduled. 
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Note: Only users with the Administrator role can unsubscribe to reports. 
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