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Introduction
This User Guide describes the procedures involved awarding special maintenance contracts in
the Trnseport Letting and Award System (LAS).

When district let projects are ready to bid, they are passed by means of a change of the control
group of the proposal and each attached project to district estimators and then to the District
Contracts Administration Office. Some contracts will be processed completely in the
maintenance organization. These are MOAs, POs, Contractual Services Contracts, and some
emergency contracts. All contracts are transferred to SiteManager for administration of the
work.

The special maintenance contracts referred to above may not require all of the steps of a
competitively bid contract but many critical actions in the lifecycle of a contract award must still
be performed. Specifically:

« In PES run a Preliminary Detailed Estimate to set fields for eventual transfer to
SiteManager.

¢ In LAS each proposal must be initialized.

% In LAS every contract must have a Bid Tab Edit generated to set fields for transfer to
SiteManager.

«+ In LAS every contract must have a Bid Tab or Bid Tab Analysis generated to set fields
for transfer to SiteManager.

The Advertisement phase

Fle Edi Uew Ltlties Window Help

Creating a Letting |1 Bals

This Guide describes how this is done in Trnseport LAS, but
Letting Headers may also be created in PES.

e Click the Bid Lettings  button on the button bar,

The Lettings List window will open. This window lists all
letting records.

To create a new Letting,
e Rclick anywhere in the window.
e Click Tabbed Folder Add.
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The next screen displays the Add Letting Detail window.

Fle Edi Vew Utlties Window Help

i1xBas | B#E | Vi | &

This screen requires that only two fields e imormens| | e be completed,
Letting Number and Date of Letting. oo T e
Enter information for fields that are appropriate.
Date 1:[_owoomo__ ©| Codet:[
pate 2| _ooooioo__ @
string:|

NOTE: Earlier practice has been to establish some special letting headers for
Maintenance contracts and to use them for an extended period. This is not
good practice as critical dates in SiteManager are compromised. The best
plan is to always have the Date of Letting be a short time before the Award

Date of the contract so that when both dates transfer to SiteManager they are
in logical sequence.

The Letting Number may be composed of any combination of up to eight numbers and letters.
For regular lettings in the districts, allocate two positions for the district number, two for the

year, two for the month, and two for the date, in the form of #YYMMDD, where ## represents
the district number.

If these special letting headers are in the form of #MYYMM, (District Number, Maintenance,
Year, Month) one position is available if additional lettings are needed in the month.
#MYYMMA

This screen illustrates this numbering system for a District 1 BT

Fle Edt View Utlties Window Help

. I 2
letting for January 2006 (01MO0601). —_—
Proposals |  Planhoigers | aggenda | mtacnmenss |
e At minimum enter the following information: e

Time of Letting;

Stat

Letting Number  Date of Letting (Transfers to Qi e e St Chbec

Letting Address

SiteManager) e o

String:

e Click the "X" in the upper right corner of the Add
Letting Detail window to save the record and close the window.

This prompt will appear.
Do you wish to save changes?
@ Pi\na;flfwed Tahs: ’
. s o Cancel
e Click Yes.
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Attaching Proposals to Lettings
To attach proposals to a letting header:
e Open the Lettings List window
e Rclick the appropriate Letting.
e Click Tabbed Folder Change.
The Letting Tabbed Folder window will open.

e Click the Letting Proposals tab.

The Letting Proposals tab page 1 will open. The top part of
the Letting Proposals tab may be blank like this one, or will
contain a list of all the proposals associated with the letting.
The bottom part of the Letting Proposals tab page contains
detail information for the proposal highlighted in the list

To add a new proposal to the letting:
e Rclick the center of the screen.
e Click Add

Trns-port LAS
i 3 i

General |LEmnng s | addenda | Afachments |

Letting Number: 01MOE01
of Lettin

cal n
Letting Address:

Date 1:[_ooooon__ @] Code 1

Date 2:| 00000 |

String: [

 pogel (" poge2

© pagnl " pagnZ
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The lower part of the screen will look like this.

Complete the following fields on page 1.
Letting Call Order (System generated)

Contract ID  Click the down arrow and a list window of
all available proposals will open.

Select the desired proposal.
e Click ok

Notice Publication Date  This date will transfer to

SiteManager as the Advertised Date. Be sure that
date sequences are in logical order.

Letting Status
Status Date

Pass to CAS/DSS  Leave the default value

GUARDRAIL REPAIR AND INSTALLATION MC
LITTER REMOVAL / FLORIDA EDUCATIONAL YOUTH.  MC
LITTER REMOVAL / GREATER WIAM SERVICE CORP. F MC

Tending Mai

CWTHERMO 01 ot Spray i

D2MOA MOA

SIGN UPGRADE MC
JAX COMPOSITE CONTRACT

WG |
ilter sort | cancel | Help

 pogal " poged

Lotting ol Order 01 Lating Status G atatus Date] 010000 @]
Contract |0 [BOC7-RU

Awaroud Vendor
Vondor Narme

¥ Awardnd Armount [
Hotice Pubscation Date | TIEORE

Reason for Non-Pracassin
CAS Caniract 10|

—
Passen 1o CASIDBS[ 6 (B-Baih, C-CAS, D-088)

of "B" until the contract is ready to
transfer to SiteManager.

The results of these entries appear.

e Click ok.

The data will be copied to the row in the center of the
window.

There is no data to be entered now on page 2.

Click the X to close the tabbed folder

Click YEs at the confirmation message

\‘:/ Do you wish ta save changes?
:
Madified Tabs:

- Letting Proposals

Mo Cancel
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Initializing Proposals

If project-level items are changed after the proposal is
initialized, the proposal will have to be re-initialize to
incorporate the changes.

From the Lettings List window:
e Rclick the Letting that contains the proposal(s) to be
initialized.
e Click Letting Proposal List.
e Rclick the proposal(s) to initialize.
From the Menu Bar
e Click File > Run Process.

or

e Click Run Process from the Mouse Button Menu

The Processes window will open.
e Click Initialize Letting Proposals.
e Click ok.

e Click suBmIT.

Fle E@ tiew Uites Widow Heb

ikEeas | & | viz

01060118

011906
014888l 0200100
018RIND2 11101402

DIMOA 0401100

01MO0AI1 12001400 Bam

01MOAD2 01101102 BAM

01M0A01 04103 Ban Tabbed Felder Add
01M0R04 1001103 Bam Tabbed Foldsr Change
01MOA0S 06120105 B8 Tabibed Fler Vizer
Q1MOAgen 04102 6.00am

Q1PurOnd 0525104 £:00am LSRG Evseaesis
02000707 07600 Z00PM Planholdsr vaid for Bidding List
02000802 0802100 Z00PM  punProcessie
02000806 09M06/00 Z00PM SCHD
02001004 1004100 Z00F M SCHD.

Trns-port LAS
ies

01/04/06

Pracess Status
Print Setup...

Impart
Export 3

Exit

Generate Planholder Reparts d
Generate Proposal Number Change Report
nosals
List DBEAWBE Commitments -
4 | 3

OK | Cancel | Help |

e Click ok to acknowledge progress messages when they appear.

When the process is complete,

e Click File > Process Status from

Fle Edt em Uities Window Hel

1=eas B | T Ot @

the Menu Bar

e DbIClick the process LASINIT

PESOPFS

PESOPPSA  Completed
|Lazimia ‘

that just ran.

01206 1STam 1057am  1150am

Trnseport LAS for Special Maintenance Contracts Final
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There are two reports of interest. The first is errors.txt.

The file size of errors.txt should be zero. If it is not, open
the file and correct the identified errors in the proposal.
Note that these are errors that the Trnseport system finds and
not necessarily data errors.

The second report of interest is PROCLOG.TXT.

e DblClick the file PROCLOG.TXT.

When you get a PROCLOG.TXT report with this message,
you are ready to proceed.

This example illustrates a major error. The report shows that
there is no data on the Site Tab. For this example, enter all
necessary data in the Site tab in PES.

Always open and read the PROCLOG.TXT report and correct
all errors before proceeding. Rerun the initialization process.

The Bid Phase
Identifying the Awardee
At the particular proposal on the Letting Header,

e Rclick Tabbed Folder Change.

Trnseport LAS for Special Maintenance Contracts Final Page 8 of 25
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This tabbed folder will open and show the information

entered to date.

To identify the entity to receive the MMOA,
e Click the Generate Estimate Bid Tabs button.

The Vendor list window will open. Note that buttons are

available to filter and sort this list. In this example, the list was sttt oo TBAIE -
WFE96002502004 CITY OF YALPARAIS O CON F5!

CITY OF WAUCH CON F&!

sorted on Vendor Name. S o
WF581026364005 CITY OF WINTER SPRINGS COoM F&!

WF300196972001 CIVICACONSULTING GROUP INC CON Fai 4|

e Highlight the desired entity, taking care that the Vendor

Number is correct.

e Click ok.

Bid Tab Detalil

It will not appear that anything has changed.
e Click the Bid Management tab and then
e Click the Bid Tabs radio button.

The selected vendor now appears as a “bidder” with bid tab

detail completed.

e Save and close the tabbed folder.

Bid Tab Edit Report

From the process list window run the process Generate Bid Tab

Edit Report.

Lating Cail Order: 001
wemng sauss:po =
Stabus Date| 01000E 0|
Cankaet I: BDCOT-RD
swarsedvendoe [ Generate Estimate Bi Tabs
Vandos Harne:
warded Amount [ (gclues Tins Bia Total)
Naice Publication Date: 014106
Reason for Nor: rocassing.
CAS GonwaetiD:
Passed lo CASDES:[ & (B-Boih, &-CAS, D-DSE)
Lemng Dstec [ 01M806 carpag[
Averised Date:|_ 0046
Awars Ooter| 000000 ©| PostnoDate[ T
Evacuted Date:[ 000000 ®  Mailed Date: [ 17
NTP Dater [ 00200000 O] Retumad Data: [T
Transformed Date:|_omoonn__ O]

Long sting [

|
Hiter Sort | Cancel | Help

P B Ve Uias Wndow Heo

1bBas (W | Vi | ¢

© Bidder iofo. B Tsbs  DEEAVEEMBE Commitments  Bid Notes  Bid Class Codes * Bid Time

[T §1.644 78 §1.644 16
TA00_ $13,3051] 41230511 $1230811
9,390 90, 58,334 98 [EETTEL I
| ssaries 152388 1527386 1)
S LY $10078S1 1007851 [ 3
144595.25, 31459525 suapEsaswoM | g
(s a4 08 28 344,685 25 [}
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At the Process Status list window,

e DbIClick the process.

e DbIClick the file outputl.txt.

If this bid was on a competitively bid contract, the error
noted here would be a real factor. For this MMOA, it can be
ignored. Note the message “Valid”

The Bid Tab Report

Return to the proposal list window and run the Generate Bid
Tab process

At the Process Status list window,

e DbIClick the process.

PESOPPS PESGPPEA  Compleled 0206 115Tam 1157 am
LASINIT LASINITB Compialer OG0B 101Tam 1017 am
LagmiT LASINITA ot OI90E  10423m 102 am
A o (01118106 1:32am (1132 5m

T or O e =)

1x8as ® v |t ocEeeH
[ Letting/Propasats _Bid Letting Package D1M0601

Trnseport LAS for Special Maintenance Contracts Final
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e DbIClick the .txt file that contains the Proposal ID.

i=Bos & 1 t RE@R

Files for Process LCBIDTABC

OUTPUT.TT O 011308 114542
PROCLOGTHT 950 011906 114544
RAHKLIST 8 2044 011008 1asa

e Review the report for any errors.

When everything appears correct, close all reports and
return to the proposal list window. While it is important
that these two processes have indicated no errors, it is
equally important that they have set fields for transfer to
SiteManager.

Special Treatment of Performance Contract Lump Sum Pay Items

Follow the steps detailed in this Guide for the Advertisement phase of these contracts. It should
be noted the Bid Solicitation Notice should state all Proposer’s Price Proposal be submitted as an
Lump Sum Amount. When the Project/Proposal Pay Items have been built according to the PES
Reference Manual for Maintenance Projects and Proposals, “Special Treatment of Performance
Contract Lump Sum Pay Items” initialize the Proposal to the Letting in LAS.

The “Initializing Proposals” section of this Guide details the steps to follow initialization. Please
note the reports identified in that section of this Guide will need to be run after the initialization
process has been accomplished.

Once the Award Committee Meeting has identified the projected Contracting Firm, (winning
proposer) the following steps are required in LAS:

At the particular proposal on the Letting Header,
e Rclick Tabbed Folder Change.

General | Bid Management I Attachments I

This tabbed folder will open and Leting Call rder. 001
show the information entered to e
date Contract 1D EGI47-RO

Awarded Vendor vendor Seq]  Generate Estimate Bid Tabs|
Wendor Mame
Awarded Amount l— (excludes Time Bid Total)
Reason for Mon-Pracessing lﬁ

CAS Contract ID
Passedto CAS/DES:| B (B-Both, C-CAS, D-DES)  LIMS Flag'l

Letting Date 0411513
Advertised Dale.lwg
Award Date IWQ Posting Date: [ 1/
Executed Date:[ 00muon @ Mailed Date: [/ 1

ici ate J eturned Date: [ 77
To select the Contractor anticipated to be sl ool eumasose 7
awarded the Contract, Commans]
Trnseport LAS for Special Maintenance Contracts Final Page 11 of 25
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e Click the Generate Estimate Bid Tabs button.

The Vendor list window will open. Note the

filter and sort options available for this list. Gene VendorNumber|  VendorName |[Vendor Type| IRSNu -]
. ] ZAA-14B0013  INFRASEURE LTD INS
In this examp|e1 the list was sorted on Vendor FE21721275  |INFRASTRUCTURE CORPORATION OF AMER
FO0DSEG955  INFRASTRUCTLIRE DEVELOPMENT PART  CON FO00&6!
Name. F583221706  INFRASTRUCTURE ENGINEERS, INC. CON F5G322
FES1081671  INGEMEL 5.4, LLC CON FES100°
FSG08707T18  INGRAM SIGNALIZATION, INC. CON F5G087(
° H|gh||ght the appropriate FE03273147  INLAND GONSTRUGTION AND EQUIPMENT, GON F50327:
| F200172704  INLAND PROPERTIES, LLC CON m“jﬂ
Contractor, taking care that the Ven ~I | >

F 0K | Filter | Sort | Cam:ell Help |

dor Number is correct.

e Click OK.
Bid Tab Detail for Lump Sum

At thlS tlme Changes Wi” not be 0bV|0US On Letting/Proposal 001 Bid Letting Package 02121030

General B Management |  atachrents |

the Bid Tab.
e Click the Bid Management tab.

{ K1l

b Then CI ICk the Bld Tabs radlo P $0.00000 $25431,000.00 $25,431,000.00 $25,431,000.00)
0001 |5 00m $0.00000 $25,431,000.00 $25,431,000.00 $25,431,000.00/NON 0.000
button- 0005 L 000 §1,000.00000 §1,000.00 §1,000.00 $1,000.00 1.000
aoio L 0001 $363,2685.78000 §726,571.56 §726,571.56 726,571 56 2.000
. os L ooo1 $254,300.00000/  §1,525,800.00) §1,525,800.00 $1,525,800.00 5.000
The Selected Vendor Wi | | now appear as a 020 L |0001| 632695714000 §3,973.48668  §3,923.48668  §3,023485.69 12000
0025 L ooo1 §272,464 28000/  §1,089,857 16 §1,089,857 16 $1,089,857 16 4.000
13 . bbl : : : 0030 L ooo1 $301,627.140000 §12,061,085.60 $12,061,085.60 §12,061,085.60 40.000
bldder Wlth bld tab detall- 0035 L ooo1 $305,160.000000  §6,103,200.00, §6,103,200.00, $6,103,200.00 20.000

e Enter the Bid Prices for each Periodic Payments of Lump Sum pay item according
to the Payment schedule in the Project Scope. The Overall Total of the Periodic
Payments should match the selected Vendor’s Price Proposal Amount not including
the “Do Not Bid” items.

e The Awarded Amount Total of the contract shall equal the selected Vendor’s Price Proposal
amount plus the “Do Not Bid” amounts.

e Save and close the tabbed folder.

The Technical Analysis/Posting Notice spreadsheet will list all Proposers that submitted
price/technical Proposals as well as the Technical Analysis containing the scoring for all
proposals as well as identifying the successful Contractor. This Document will also contain the
required “Posting” language, and will be utilized for that purpose. The District Contracts Office
will prepare the Document for posting.

A copy of the posted document shall be uploaded to the Attachment screen in LAS for the
subject Proposal and this fact should be noted in the Comments section of the LAS General
screen for that Proposal.

Posting of this documentation and the comment is imperative, since the LAS reports will only
identify the winning bidder.

Trnseport LAS for Special Maintenance Contracts Final Page 12 of 25
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Bid Tab Edit Report for Lump Sum

From the process list window run the Generate Bid Tab
Edit Report. .

Expont Expedite DBEMBE Vendur File
Generate Awarded Vendar Mailing Labels
Generate Bid Letting Summary

Generate Bid Tah
Generate Bid Tah Analysis
Generate Bid Tah Edit Report

Generate Contract Project Directory _lll
< | ,

Cancel | Help

At the Process Status list window,

e DbIClick the process.

PESGRPEA  Compieled onE  1sTam 1

LASINTE Complted 0nE0E 10T am

LASINITA Complated 0111506 10:42am 1042 am
T 1:320m 113

Tras-port LAS

e DbIClick the file outputl.txt and review for errors. e

1xR6s = 8 ¢t 288

The Bid Tab Report for Lump Sum

T port LAS

Return to the proposal list window and run the Generate Bid Tab |S&==
1B ¥ | Vi | ¢t fHEeew
prOCeSS Letting/Proposats  Hid Letting Package 01M0601

At the Process Status list window,

e DbIClick the process.

e DbIClick the .txt file that contains the Proposal ID.

Review the report for errors.

When everything appears correct, close all reports and return to the proposal list window. While
it is important that these two processes have indicated no errors, it is equally important that they
have set the fields for transfer to Site Manager.

Trnseport LAS for Special Maintenance Contracts Final
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Follow the steps listed in this Guide for the Award Phase, Executing the Contract and
Transferring the Contract to Site Manager.
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The Award Phase
At the particular proposal on the Letting Header,

Enter information in the following fields:

Return to the Tabbed Folder Change from the letting
proposal list window. The General Tab will appear
similar to this one, with most fields blank.

Rclick Tabbed Folder Change.

[—
Fle EcR Wew Utities Window Help
1x=Bas R VL4 ks

Letting/Proposal 001 Bid Letting Package 01130110

Rclick the Bid Management tab

Bid Type enter RESP' I("‘lmm " BidTabs ¢ DBEAWBEMBE Commitments ¢ BidMotes — ol Closs Codes — O Bid Time
Surety Company ID enter the appropriate e #“”““J

Vendor-' For aWar-d to a County Or Clty Where a mswanscn:lé'::;aBﬁWHerwumuulowrlnewnsummct

surety is not required enter AO00000000. gt oo Tt

Calculated Total $21.998,999.00 CostPlus Time Total: $21,998,909.00
Bin Edi Stans: |

Status of Bid enter W.

Insurance Company ID enter the appropriate vendor. For award to a county or city
where a surety is not required enter AO0O0000001.

Click the Save!® jcon to save the data.

Click "02" in the Letting Status field.

Enter the AWARDED date in the Status Date
field.

Click the Awarded Vendor field at the down
arrow (if it was not filled by the Bid Tab
Analysis process)

Click the City of Wauchula

Enter the Awarded Amount if it does not fill automatically.
Enter the date in the Awarded Date field.

You may use the optional field Mailed Date to indicate the date of mailing the award
documents to the vendor. Note the format of this field is mmddyyyy.

Click the Save!® jcon to save the data.
Close the tabbed folder.

The contract is now ready to be marked as executed and transferred to SiteManager.

Trnseport LAS for Special Maintenance Contracts Final Page 15 of 25
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Executing the Contract
Reopen the tabbed folder

e Inthe Letting Status field change the value to
03.

e In the optional Returned Date field you may
enter the date the executed contract documents
were returned.

e Inthe Executed Date field enter the appropriate
date.

e Save and close the folder.
Transfer the Contract to SiteManager
When the contract is ready to transfer to SiteManager,

% Verify that the Generate Preliminary Detail
Estimate, Generate Bid Tab Edit, and
Generate Bid Tab or Generate Bid Tan
Analysis processes were run at their proper
times. These processes set certain fields for
transfer to DSS and SiteManager.

At the General tab of the letting proposal verify that:
e The Letting Status is 03.
e The Status Date is the AWARDED date.
e The Awarded Vendor is correct.
e The Awarded Amount is correct.
e The Executed Date field is properly filled.
Set the following:

e |n the Pass to CAS/DSS field blank the letter B.

e Save and close the tabbed folder.

Fle Edt View Utiities Window Help

1xEos | W v 13 b3

Letting/Proposal 004 Bid Letting Package 05130702

General | Bid Management | Atachments |

Lefting Call Order: 004
Letting Status:[03 =]
Status Date:[ 072213 ©|
Contract ID: ESRA3

Awarded Vendor[FS02992800  vendorSeqfo0z
Wendor Name: PAVE-RITE, INC.
Awarded Amount: $143,890 00 (excludes Time Bid Totaly
Reagon for Non-Pracessing -
CAB Contract ID:
Passedlo CAS/DSS:[ C (B-Both, C-CAS,D-DSE) LIS Flag [ %

Letting Date:  07m0213
Advertised Dater| 06m313  of
Pweard Date 072213 ) Posting Date: j07/162013
Executed Date [ oamens o] Mailed Date: [0772372013
wiF Date:[ comoon @) Raturned Date: Jo7/282013
Transfane Date:[ Gen2nd @)
Comments:

Trns port LAS

Fle Edt View Utiies Window Help

B | ®H | v |t

posal 004_Bid Letting Package CTL30731
General |EmManagem9m| Atachments |

Letting Call Ordler: 004
Letting Status:fi1 >
Status Date:[ 07731713 ©f
Contract|D: T2472

Awarded Vendor. [F530594298 Vendor Seq[007 | Generate Estimate Bid Tabs|
Vendor Name: HUBBARD CONETRUCTION COMPANY
awarded Amount [ $7,300,000.00 exeludes Time Bid Totaly
Reason for Nor-Processing:| =]
CAS ContractID:
Pascedto CAS/IDSS:[ B (B-Both, C-CAS, D-DSS)  LiMgFlag:[

Leting Date:  D7/31/13
Adverlised Date| 0626113 of
award Date:[ 00100/00 @ Posting Date:[ 11
Executed Date:[ 0000100 ©| Maled Date: [ 77
TP Date:| 000000 @ Retuned Date:[ 7+
Transterred Date:| 000000 ©|

Comments:]

The contract will be transferred to SiteManager and DSS in the nightly transfer

Managing Vendors

Every vendor who is a potential bidder must be in the Trnseport Master Vendor file.
Additionally every vendor who is a sub-contractor must be in the Trnseport Master Vendor file.

Trnseport LAS for Special Maintenance Contracts Final
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The Trnseport Vendor Interface will pull vendor information from three general sources. The
first is the Department’s contractor prequalification program. The second is MyFlorida Market
Place or Spurs, and the third is the Division of Corporations at the Department of State.

For most construction and maintenance contractors the Vendor Numbers have a leading letter F
in the Trnseport system. The F indicates a company that is using a Federal Employer
Identification Number (FEIN). These numbers are issued by the U. S. Internal Revenue Service.
The S indicates a company that is using a Social Security Number as its Tax Identification
number. These companies are often organized as either Sole Proprietorships or Limited Liability
Corporations (LLC).

Insurance providers are identified with a leading Z.
The numeric portion of the Vendor Number is nine positions for the Tax Identification Number.

The Trnseport Vendor Interface

To execute the Vendor Interface, go to the Trnseport
Webgate.

e Enter your Userld
e Enter your password
e Click Submit.

Note that this password is your mainframe password.

e Click Vendor Interface. \

The vendor Interface will open.

Uncheck the vendors that you do not want to process on SUBMIT. When all entries complete.
press the SUBMIT button to process the vendors listed.
Vendor List for Processing
Number of Vendors Selected - 1

Refreshing Vendor Data

To get data from MyFlorida Marketplace, | e mmber Sesistans Vendor Type
Spurs, or the Department’s prequalification F$90594208  HUBBARD CONSTRUCTION COMPANY CON ~
system use a 13 digit number with a (subm ) Reee]

leading F or S, nine digits for the Tax

Identification Number and three digits for

FLORIDA DEPARTMENT OF TRANSPORTATION
For support please contact: Service Desk

s
FDOT
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the appropriate sequence number. In this example F593014108 was entered.

e Click Enter.

Enter another vendor number. In this example F591925201 was entered
e Click Enter,

You may do this multiple times. When all desired vendor numbers have been entered,
e Click Submit,

and a process will commence.

A new window will open identifying the batch process initiated and the job number to track. In
this example, the Job Number is 8014.

35 FDOT - JOB OUTPUT RETRIEVAL - Microsoft Internet Explorer
B Hew Fpates Iok teb

o
Qe - W) @ G e sl rmenas eaLiElHD

) Wi 8 stake PlusiDalsradOpsidel sk ssp 8

Click Job Output Retrieval

JOB QUTPUT RETRIEVAL HELP

Total Jobs: 2 Date: 32972006

Page fof 1
[Jselectall enced jobs on this page [ geect All encied jabs on me kst

s 0 Mane st Started Finishod  Blapsod Dutpt

7 | 8014 | PESBJSOIOD  Ended

A new window will open showing all jobs available for 1 o e TR ST i s
your Userld. In this example there are two. i

DITWOGO1I0 | 0HIWDE 01:30 cviany
o ' 00:00:10 | BESYendorintarface 4

comact info:
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To see the report,
e Click the link at the report title.

The job to update ve

The Job Number i

Job Output Retrieval | { Close Window

FLORIDA DEPARTMENT OF TRANSPORTATION
il qu o Help Dees Ipdesk@dotstate.

In this case two vendors were successfully refreshed. oA N

e Close the window by clicking the X in the top right corner of the window (not seen in this
screen shot).

To delete completed reports
e Click the appropriate box in the Sel column.

e Click Delete

You will be returned to this screen showing the vendors that were ready to process. Close the
window by

e Clicking the X in the top right corner [ eestemsorterce thos-Notepad T -

File Edit Format View Help
of the Widow. The process starcede S AR Zaaar T
The process finished: 8/2/2013 2:14:07 PM

vendor F590594298 Refreshed successfully.

Toral 1 vendors requested.
Total 1 vendors process successfully.
Total O vendors marked obsolete.

New Vendors

From time to time new vendors will be added to Trnseport — ElEIE—
that do not preexist in other systems. These can now be
retrieved by entering the appropriate F or S prefix and the
nine digit tax ID but not entering a sequence number at the
vendor number entry screen above. This entry will pull
data from the records of the Division of Corporations in
the Department of State. Verify the appropriate number of
the Division of Corporation records before you start.
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Entering Vendor data directly into Trnseport

There will be times when a vendor that is not in
Trnseport or the Department’s Vendor File needs to be
added to Trnseport. Certain individuals in the Central
office and in District Contracts Administration Offices
have security authority to enter information into
Trnseport in the following manner:

From the Tool Bar,
e Click the Vendor icon.=
Or

From the Menu Bar,

e Click Edit > Reference Tables > VVendor List.

e Rclick anywhere in the master Vendor list
e Click Tabbed Folder Add.

The General Tab of the Vendor Information Detail window

will be displayed.

If the vendor has a current Federal Employee Identity

(FEIN) number, use it by adding a prefix of F to assign it as

a Vendor ID.

If the vendor does not have a current FEIN number, he or
she needs to provide you with the Social Security Number

Ofcsrs | cisssieations | _insurance

| amiates | tscomens |

Name:[

Date [ 0000m0

Dste [ oo

®| Date 5[ ooana

£y

case [ Y

ace [
o T R L T ﬂﬂau:!_ Fran®
©

Fugs: [ Pags
Pagsl Flaato

under which he or she files Federal Tax returns. With the SSN, add a prefix of S.

R/

% Warning. Ifa planholder is entered directly into TrnsePort there is a risk that overnight

processing will mark the vendor as obsolete. This will occur if the vendor fails to

register in the MyFlorida Market
Place. This registration is required

Page 1 |

by State procedures.

Wendor Mo :[F123456728

Mame: Jany Firm

Long Marne: [any Firm

Enter the following minimum number
of fields:

Vendor No. Enter For S as
discussed above and then the

Other Marne 1:

Other Name 2:

Wendor Type: [CON
Alternate Yendaor [D:

IRS Number:[123456728

Ceification Type:

Carporation Type: i =]

Primary DBEMBE Code:
State of Incorporation:

Max Capacity.

Uncompleted Wark
Adjusted NetWarth
Ahility Factar.

Pregqual Certified Date
Pregual Expired Date
Pregual Update List Date
DBE Cerification Date

00/00/00
00/00/00
00/00/00
0n/moion

numerical number of the FEIN or Shecetl) DBE Certfcaton Eng Date:| 007000
Social Security Number. i
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Name The vendor name (short description).

Long Name The vendor name (long description).

Vendor Type A value, which must be selected from the attached VENDTYP code table,
which indicates the type of vendor. Choose CON.

IRS Number  The Federal Employer Identification (FEI) number assigned to the vendor

by the IRS or the vendor’s Social Security
Number.

When you have completed the minimum data,
e Click ok to accept the Vendor data.
Or
e Click Add More to add another vendor.
Or

e Click Cancel to exit.

Adding Vendor Addresses
To add vendor address information,

o Click the Addresses tab of the Tabbed Folder.
A blank screen will open.

e Rclick Add.

e On Page 1 fill the following fields:

# pagel © pagey

HAEIN
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Address Seq. No.  Address Sequence numbers
will be used as follows. Sequence Number
01 is to be used as the Home Office address,
Sequence Number 02 is to be used as a
mailing address, and Address Sequence
Number 03 will be used for Bidding Address.

If a district needs to add an Address to an existing  |[“ue:
vendor, or add a new vendor, use Address :
Sequence Number 04 and higher.

Address Type A value, which must be selected
from the ADDRTYP code table, that indicates
the type of address for the vendor (e.g., billing

or shipping).
Address The vendor’s address.

City  The vendor’s city.

State  The vendor’s state.

ZIP Code The vendor’s zip code.

Phone The vendor’s phone number.

e Click the Page 2 radio button when completed.

e On Page 2 enter the Fax number

Fax Number The Vendor’s FAX number in the
filed labeled Long String.

These two screens illustrate a new address for a
vendor with the use of the OTSH code for address —
type. The Central Contracts Administration Office
will enter all vendors into the Department vendor
database for pre-qualified contractors. A file refresh
program will update the Trnseport vendor database each night. If the District Office needs to
have the database refreshed sooner, it can run the Trnseport Vendor Interface (TVI) program and
update the vendor database on demand.

HHCIN
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