Florida Department of Transportation
Trnseport PES

Maintenance Project and Proposal Guide

Irns-port

Transporiation Sotware: Managamant Solution



Table of Contents

] 4 oo [N o1 o] [PPSR 4
Creating and Managing PrOJECTS........cciiiiiiieie ettt sre e snee e 4
Adding and Changing PrOJECES........ciiiiieiiie ettt sre e e e enee s 4
Creating @ Project HEAUET .........c.oiiiiiiiiiiieeee e 4
Entering Project Detail from the Financial Management System (FM). ........ccccoccovivniiinnnenne. 5
Adding and Changing Project INfOrmation .............cccccveiiiiieiiiie e 6
COUNTIES TAD 1.ttt bbbt ettt bt ne e 8
CALEYOIIES TAD ..ttt bbbt bbbttt e bbb 9
FUNAING TAD .. b bbb 13
e Y AN UL A I o USSP 13
BreakdOWNS TaD... ..o bbb 13
The WOIrKSNEEE TaD ...c.eiieieiieee ettt sbe e e sreenes 13
Special Treatment of Performance Contract Lump Sum Pay Items ..........cccooeviniicicninnnnnns 15
ASSIGNING LINE NUMDEIS ..ot re e 17
DEIETING 8 PIOJECT ... c.eiitiiieeiieiee et bbb bbbttt ettt b e 18
The 1M Detail SCIEEN .......eiiiiee ettt enreenteanee e 18
The Copy SPECIAl FEALUIE .......c..oiiieiicie ettt et sre e re e 19
DUPHCALING 8 PIOJECT... ..ottt bbb 19
DUPHCALING @ CALEGOTY ..ottt bbbttt b e bbb b s 20
COMDBINING PFOJECTS ...ttt bbb e bbb 21
Creating @ TEMPIAte PrOJECT........coiiiiiiece ettt saeere s 22
Creating and Managing ProposSalS...........c.ccciieiiiiiiieie et 23
WOrking With PropOSalS..........coiiiiiiiiieiee e 23
Creating @ PrOPOSAL .........ccviiieiice ettt ettt ns 23
GENEral TAD PAGE 2 ....vecieceece ettt ettt e e areens 26
Changing PrOPOSAIS. ........couiiiiiiiiiiie bbbttt 29
Deleting PrOPOSAIS ......c.viiiiiieeiiie e bbb 30
Preparing 10 AGVEITISE. ....cc..iiiie ettt st et e et e e be e s e e aeeaneas 30
WOrKiNg With AAENTA .........ooiiiiiiii bbb 31
Creating the Header RECOIU ..........oooiiiii ettt 31
Addendum Item INFOIMEALION .......ooiiiiiie e e 32
Trnseport PES Maintenance Project Guide Final Page 2 of 47

Last Update: 20131223 knatcch



Correcting Addendum Item INFOrMation ..........cccvvieiieeii i 34

Deleting an AdENAUM ......ocuiiiiiieiie ettt esbe e sreesaeenneas 36
Maintaining Addendum Item INfOrmMation ............coiiiiiiieiii e 36
Listing Proposal AQUENAA ..........cciiiiiiiiiicieee e 36
REJECTING BIUS ...t bbbttt bbbt b e 37
The Old Proposal HEAUEN ............ciiei et nns 37
IS (0] =T GRS SRPTTPTURPRPR 37
The NeW Proposal HEAUE ..........ooieiiiieiieie et 37
Running Processes and Printing REPOITS .....cc.ccviiioiiiie e 38
PrOJECE IEVEI FBPOITS. ... 38
PropOoSal LEVEI FEPOITS. ...ttt sn e 40
PIOCESS STALUS. ...ttt ettt ettt sae e e e e be e e b e e nne e e nneenneas 41
Electronic Proposals and AddENa ..o 41
Creating the PropoSal ..........cceeiiiiiiic ettt ste e e 42
DOWNIOAA FHIES ... bbbt se bbb ne e 43
= LoTot i o g Toly o [0 L= o o F- SR PRRSTRN 44
Appendix A (@01 ] 4 o] I €T {00 o F USROS 45
CoNtrol GrouUP LT CYCIE ..ottt sre e 47
Trnseport PES Maintenance Project Guide Final Page 3 of 47

Last Update: 20131223 knatcch



Introduction

This User Guide describes the procedures involved in establishing and maintaining maintenance
projects and proposals in the Trnseport Proposal and Estimates System (PES) for contracted
maintenance. A high percentage of maintenance contracts are repeats, or near repeats, of
contracts that have been let in the past. Because of this, attention will be given to establishing
template projects for use by maintenance personnel to rapidly create new projects and proposals.

This Guide complements the Reference Manual for Maintenance Projects. This Guide is reduced
in scope to be a quick reference and reminder of steps and procedures in creating and
maintaining projects and proposals for maintenance contracts.

Appendices

Appendix A shows the structure of Access Control Groups.

Creating and Managing Projects

Adding and Changing Projects

This Guide focuses on bringing projects into PES by using the copying approach in conjunction
with the interface program to the Financial Management (FM) system.

To create a new project, use the FM Interface to create the project header and then add project
details for the new project, or enter a few fields of data to create a project header and then
complete information from the FM Interface.

Creating a Project Header
Ele Edit Wiew Ukiities window Help
To create a project header: [1zeas [F  vE |t cemEes

e Access the Project List window. % [ProjectNumber  FederalState ProjectNumber  Descripton

19061465201 MiA TOLL BOOTH
19061485201 MIA SMNGRASS TUNMNEL
- 19061485201 MIA BOCA RATOMN TOLL
(] Place the CUfSOI’ anyWhere In the 19070814301 MIA SURFLUS PROFERTY
h . 19070815202 MIA SURFLUS PROFERTY
190739145201 MIA MIRCOWAVE SYSTEM
W Ite Space 19073715201 [iA ROOF REPLACEMENTS
19073715202 IR ROOF REPLACEMENTS
- H INA CANOPY REPAIR (&
e Click the right mouse button. -
INA DR Change
. 19073815215 A
19073815216 IiA
e Click Tabbed Folder Add. rams2ie i ey
19073815218 MIA DR Tabbed Folder Change
19073815220 MIA DR Tabbed Folder Yiew
19073815221 MIA DR .
Project
19073815223 MIA DR .
Category List
19073814224 MIA DR PES Workshest
19073915202 MIA FEI .
Breakdoymn Lisk
19073915203 IR FEI .
County Information List
19073915204 A FEI Pay Adjustment Indices List
19073915205 INA FE¢P =
19073915206 INA FEI  RunProcess...
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The resulting screen is page 1 of the
General Tab of the project header.

Some of these tabs may be "grayed out"
on your screen indicating that you do not
have access to them. If you need access,
see your Central Office Maintenance PES
Security Coordinator.

Enter the minimum amount of
information to satisfy Trnseport system
requirements, and then save the project.

Proceed to enter data in page 1 of the
General Tab for the following fields:

fvs: Trns-port PES BE

Fle Edt View Udities Window Help

1B [ ®& | & | v | =

= Project 19288917203

General |Cnunh95| Categories | Funding| Pay Adjust | Breakdowns | worksheet | ttachments |

% page1—C page2

Project Number: 1024917203
At Projectio[
Fed/State Project No.[WA
Deseription:[LIGHTING MAINTENANCE
[ROUTINE MAINTENANCE CONTRACTS
Location:[MP 117 70 200

Proposal ID: E8F33-R0
Spec Year o4

CES Joh Number.

Unit System:[E

statusfoan

o Const Eng. Pet:[0.00
el District[08 Y
Ending Termini[000000.000 Project Grade:

Beginning Station Proj. work Ty

Ending Station. Project Ty

Gantrol Group: L0

pe:
pe:

Project Number Spec Year Fed/State Project No.(N/A)
Description Unit System District
Project Work Type (1) Project Type (1) Control Group

Other fields may be left at their default values.

e Save the project by clicking the Save |[E Icon.

When page-1 is completed go to page-2.
e Click the page 2 radio button.

Three fields are required, but default
values are provided.

Estimated Amt of Project
Longitude of Midpoint
Latitude of Midpoint

Default settings satisfy the system
requirements for fields where blank
values are not allowed, until values can be
updated.

fr; Trng-port PES

Fle Edit View Utiities Window Help

lizBas ®H | 2 | v | &

i Add Project

General | countes | categaries | Funding | Pay Agjust | | | |

" page1l  page2

Estimated Amt. of Project [] Type of Road
Designer: Urban/Rural Class.
Date of Estimate:|__tomomg__ o Sacurities in Lieu
Prices by of Retainage: []
Date Friced:| 00000 __ @ Longitude of Midpoint: (650000 (DDDMMES)
Revised b Latitude of Midpoint: F50000  (DDMMES)
Last Revision:|  00m0m0 0| Field Book: [
Bdsting Lanes:[ workmc [
Improved Lanes:| Class
Added Lanes Proposed Letting Date:| 000000 @]

Entering Project Detail from the Financial Management System (FM).

The FM Interface was created to both create and refresh financial and Work Program
information in Trnseport PES. The refresh feature of the interface runs every night and updates
fields in all projects in PES possessing valid FinProj Numbers. See the Trnseport PES Reference

Trnseport PES Maintenance Project Guide Final
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Manual for Maintenance Projects for a full discussion on running the interface for new projects
and to refresh projects.

To run the FM Interface program:
e Enter TSO and get to the ready prompt.
e Type TSM for production environment. Press <Enter>.
e Enter B at the Trnseport Interface screen. Press <Enter>.
e At the Add/Refresh screen
o Enter one FinProj number per line.
= For the first line, enter A (for SEL)
= Enter 01 (for CARD ID)
= Enter all 11 digits of the FinProj Number.
=  Press <Enter>.
o To add another project,
= Enter A (for SEL)
= Enter 02 (for CARD ID)
= Enter all 11 digits of the FinProj Number.
= Press <Enter>.

e At the Job Card Information screen, enter a printer 1D, your name, and telephone
number. Press <Enter> for the next screen.

e At the Trnseport Interface screen, enter option X to end. Press <Enter>
e Atthe TSO screen enter logoff and press <Enter> and Exit TSO.

e A report will go to the printer you designated when the FM Interface has completed.

When the FM Interface completes, the projects will appear in the Projects List window. (If your
Projects List window is open, you will have to refresh it by closing it and reopening it before
your new project(s) will appear.) If the interface ran with no pre-existing data in PES, these new
projects will contain an Access Control Group that is accessible to your district. If it ran as an
update, the control group you entered will not be changed.

Adding and Changing Project Information

When the FM Interface completes, the projects will appear in the Projects List window. (If your
Projects List window is open, you will have to refresh it by closing it and reopening it before

Trnseport PES Maintenance Project Guide Final Page 6 of 47
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your new project(s) will appear.) If the interface ran with no pre-existing data in PES, these new
projects will contain an Access Control Group that is accessible to your district. If it ran as an
update, the control group you entered will not be changed.

To change information that comes from the FM system, contact your district work program
office to make project information changes in FM, and the nightly refresh will make the
Trnseport data match.

From the Projects List window,

Fle Edt Yiew Ublities Window Help

liwgas | & | v | t cemEe s

e Rclick the desired Project. .
[Projectbumber  FetleralState ProjectNumber  Descripion
21475027204 s BRADFORD COLNTY
i CI ICk Tabbed FOIder Change' 21475027205 NiA BRADFORD COLNTY

21476517223 s DUVAL CO

21477417203 NiA DUVAL 20

21477727201 s GILGHRIST COUNTY

21477727203 s GILGHRIST COUNTY

21477727204 NiA GILGHRIST GOUNTY

21477817204 i HAMILTON GO

21475337201 LAFATETTE milig

21478227202 iy [aFavETTE | A4

21478227203 A LAFAYETTE | Shanee

21478227204 NI LAFAVETTE | Delete.

21478227205 s LAFAYETTE | Tabhed Foldsr Add
21478317202 NiA LEWY GOy Tabbed Folder Change:
21478317203 i LEvY CO Tabbed Felder Wew
21478317205 s Lewwoo o
21478317206 NiA LEVY CO. e

21478317207 NiA LEWY CO @iyl

21478617204 NI MADISON G PES torksheet
21478617205 Nif MADISON G Dreskon List
21478617208 NiA MADISON G CBunty Inforstion List
21478617207 NI MADISON ¢ Pa Adjustment Indices List
21478817208 s MEDISOM GO pyn process. .

21478617208 NiA MADISON G

General Tab
In this example the Project Number is blue  [& st e

. [1xeas @ | & | ve | &
and is the FINPROJ number from the FM T |

system. The Proposal Number is also in ey
blue. This particular project has status 010,
Pre-construction Underway, from FM.

Project Number: 21478227201 Proposal ID; E2063

General Tab page 1 M’S‘QQ‘; PJJL:N‘D Wmm 7
The General Tab page 1 entry screens are Location: T‘(MAINTENANCE WAINTENANGE CONTRACT

. . . Unit System: JE CES Job Number:
seen here. See the discussion above with e —
regard to required fields. Enter available B —

Proj. work Type:

information. Note the Control Group of cane o oTTT—
MD0293. This Control Group indicates a

maintenance project under control of district 2. For a new project, the initial Control Group will
be of the form MDO0?, where the ? will be replaced by the Managing District number. The FM
system will make that initial assignment. Someone with proper authority, in the district office,
must change this Control Group to assign the project to a particular person or group.

Trnseport PES Maintenance Project Guide Final Page 7 of 47
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General Tab page 2
The following fields are filled by

Fle Edt View Utites Window Help

Trnseport or the FM System.

Estimated Amt of Project
Type of Road
Work Mix

Longitude of Midpoint
Latitude of Midpoint
Proposed Letting Date

@
L4

Note: The Estimated Amt of

lixeas | FH | & | v |«

ries | Funding| Pay Adjust | Brealowns | Worksheet | Attachments |

00/00i00__ @

nage

jpoint ES[IEIEIEI {DDDMMES)

LHd of Midpoint j650000 (DDMMSS)
Field Back: []

oouon__ o

ooon @

Wiark Mix [060

Class: M
Proposed Leting Date: | 0010000 ©]

Project field is filled when

you run the process Generate Preliminary Detailed Estimate. This process will
be run several times over the project life. It must be run after the final Engineers
Estimate for historical purposes. When the contract transfers to SiteManager and
DSS this field transfers as the Engineers Estimate.

Counties Tab

The Counties Tab contains the County Number
and the County Name of the counties to which the
project is associated. County Wide, Turnpike, and
Statewide are valid entries.

= Trns:port PES

File Edit View Utiities ‘Window Help

liBas  BE| & | v | 4

frm Project 21478227201

General Counties |Categnr\es| Funmngl PayAd]ustl Breakdowns | ‘Worksheet | Attachments |

Find County or Cong. Dist Cude

__-q

This example shows that 100% of the project will

be in County 33, Lafayette County. If a project is
in more than one county, and that information is
in the FM system, the proportioned information
will appear in this table.

If another county needs to be added,

e Rclick anywhere in the white space of the
screen.

e Click Add.

F||e Edit Wiew Utlities Window Help

ixBaE | FE | 2 | v | w2

fr;  Project 21478227201

General Counties |Categnmes| Funmngl PayAmustl Breakdowns | Wnrksheetl Attachments |

Find County or Cong. Dist Code:

Add

Filter ...
Shiovy All
Sort ...

Select Al

Trnseport PES Maintenance Project Guide Final
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Be sure that County information is accurate
in the Work Program. Required corrections
must be done by the District Work Program
Office. The Work Program/FM data will
overwrite information that is manually
entered in this tab.

The screen will appear as seen here, with one
blank row added and ready for data. Add any

pr; Trns-port PES

File Edit Wiew Utilities Window Help
ixBas FH | & | v | ¢
i Project 21476227201

General Counties |Categur\ea I Fundmgl Pay Adjust | Breakdowns | Worksheet | Aftachments |
Find County or Cong. Dist Code:

33 LAFAYETTE 100,00
[None]

o1 CHARLOTTE

0z CITRUS

0z COLLIER

04 DESOTO

05 GLADES

06 H&RDEE

additional rows to the window so that there are as many rows as there are counties associated

with the project.

County or Congressional District  From the list box in the field, select the county to be
added. Once a county is selected, the county number will be displayed and the county
name will appear in the adjacent field. Do this for each row of data.

County Name  The county name will be entered automatically after selecting the county

number.

Percent of Project Length  If there is only one county involved in the project, enter 100%.
If multiple counties are involved, enter percentages for each that will total 100%.

Categories Tab

This tab must include Category headers for each
category (Maintenance Activity) the project is to

include. In this example in addition to Category 0000

for funding, there are five other categories.

Tens-port PES

Fle Edt Vew Ubities Wirdow Heb

i-Bas W | v ®

v Project 21478227202
Generat| Gouries Categuries | Fuding | Pas Adst | Bressomns | worksheet | Asachments |

Find Category:

0000 ¥
0471 LARGE MAGHINE MOWING W
0482 BLOPE MOWING M
0484 INTERMEDIATE MACHINE I 0 184
0484 CHEMICAL WEED AND GR/ 0
0541 LITTER REMOVAL W

L |
@ page1  page?
Gategory No, 0000 Category Altemate Code
W PROJECT FUNDING
JEM EROJECT FUNDI

¢+ Trns-port PES

Fie Edt Yew LUbilitiss Window Help

ix=Bas | BE | & | vi | &

General \| Counties Categaries |Fundmg| PayAmust| Breakdowns | Wurkshsztl Altachments |
Add a Category T
[Category AR Description ____Structure Work Class _ Federal Construction Class Main
FMPROJECTFUNDING [ m ]
To add a Category, T T : o
0482 SLOPE MOWING M 482
. . . 0484 INTERMEDIATE MACHINE N L 484
e Rclick in the center white space. = kel ’ i
.
Sort ...
Select All
I q I I Hide Datail
Trnseport PES Maintenance Project Guide Final Page 9 of 47
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There will be a blank row in the center section of the screen and a detail area at the bottom.

e Enter the Category Number as a Maintenance Activity Number preceded by a "0"

(zero).
Fle Edit Yiew LUtiies Window Help
e Use the list box at the ApBas | ®d | 5 Vet
Mal ntenance ACtIVIty Number Genera\l Counties Categories |Fumjmg| PavAdJustl Breakdowns | Wnrkshaell Aftachments |
field to select Maintenance Fi Categey:
ACt|V|ty (MA) Number and D000 FM FROJECT FUNDING M
. 0471 LARGE MACHINE MOWING M a7
Descriptions. it FERWEDATE WACHIE ] y s
0494 CHEMICALWEED AND GRY M 494
0541 LITTER REMOVAL M 541
I [ [ |
Categories Tab page 1
e Complete the following fields for
each category: Ll |
@ pagel ( page2
Category Number Create all a0 [ Catsgorytsmas Covel
Categories the projeCt requ i res Proposal Section Number: — Federal Construction Class:
Enter each category number as (Soma FodConsr oty e oneh i TR
Maintenance Activity Nurber[ Categary Width (Fi): [0.0000

above. Category numbers will
be the three-digit MA number preceded by "0".

Category Description  Enter the description from the Maintenance Activity Number
description.

Combine w/Like Categories  The default value for this flag is YEs. Do not change it.

Federal Construction Class Choose M from the list box.

Maintenance Activity Number  Use the appropriate Maintenance Activity Number in the
list box.

Category Length  You may assign the full length of the project in any category, or you
may split the length among categories so that the combined length is equal to the overall
project length. Enter miles or kilometers. The default value is 0.0000.

Category Width  The width of this portion of the project in feet or meters. The default
value is 0.0000.

Bridge ID, Bridge type, No Spans, Bridge Length, and Bridge Width — are all procedurally
required for a Structure Category.

Trnseport PES Maintenance Project Guide Final
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Categories Tab page 2
When page 1 is complete,

e Click the page 2 radio button to
display the remaining fields.

Certain information contained on the
general page may be repeated here (e.g.,
termini, stationing, and section number).
It is not required that all categories reflect
the same overall information.

Unit Number  Not in use at this time.
The default value is 000. Do not change
this value.

fre Trns: port PES

File Edit Wiew LUklities iwindow Help
1z | BWH | & | Y8 | ¢
= Project 21478227202

Genera\l Counties  Categories |Fum:hng| PayAdJustl Breakdowns | Wnrksheetl Attachments |

Find Categoryz |
0000 FM PROJECT FUNDING W
0471 LARGE MACHINE MOWING W
0482 SLOPE MOWING W
0484 INTERMEDIATE MACHIMNE b W
0494 CHEMICALYWEED AND GRS W
M

LITTER REMOWVAL

L |
" page1 —* page 2
Highway Type: hd Road Section Mumhber:
Highway Mumber: Unit Mumber: 000
Beginning Termini: Unit Description:
Ending Termini: | Adjustment Code:
Beginning Station: Adj. % |U.DD
Ending Station:
Bridge Designer:
Super Structure Type: hd
Sub Structure Type: |

Trnseport PES Maintenance Project Guide Final
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Alternatively, you may enter category
numbers and titles by using the Copy
Special function.

When category information is complete,

e Click ADD MORE to enter
information for another category.

e Click ok to finish adding category
information.

e Click caNCEL to return to the
Categories List window without
saving the new record.

Delete a Category
To delete a category,

e Rclick the Category.
e Click Delete.

The category will be removed from the
screen and from the Trnseport database
when the project is saved. Continue
deleting categories that are not required.
You may keep ""'empty’* categories in
the database while you are creating a
project, but you will not be able to run
all reports and processes with these
"empty" categories. Prior to processing
a proposal, delete all unneeded categories.

= Trns:port PES

File Edit ‘Yiew Utilities Window Help
l1xBas | #d | 3 | v | ¢
fr= Project 21478227202

Genera\l Counties  Categories |Funding| PayAdjustl Breakdowns | Worksheet | Aftachments |

Find Categl:lly:l
oooo Fi PROJECT FUNDING 1}
0471 LARGE MACHINE MOWING 1}
0482 SLOPE MOWING 1}
0484 INTERMEDIATE MACHIME t 1}
0494 CHEMICALWEED AMD GRS 1}
0441 LITTER REMOVAL 1}
| R

| Kl |

@ page1 —( page2
Category Mo.:[0543 Category Alternate Code:
Category Description:|ROAD SWEEPING MECHANICAL

Proposal Section Mumber:
Combine wilike Categaries: [
(Same Fed Constr Class)

Federal Construction Class:[m
Construction Eng. Pct.:
Categony Length (Mirk): [0.0000

Category Width (Fii):J0.0000

Maintenance Activity Numher'|543
—

Structure \Mintk Class: Caterane Dienth finieeah

g Trns-port PES
File Edit W¥iew Utlties ‘Window Help

1xeas | BFE | 2 | v | ¢

pre Project 21478227202

Generall Counties Categories |Funding| F’ayAtUusll Breakdawns | Worksheetl Attachments |

Find Categons |
0000 FM PROJECT FUNDING W
0471 LARGE MACHINE MOWING M
0482 SLOPE MOWING M
0ags | [INTERMEDWTE MACHINEN o
0494 CHEMICAL WEED AMD GR# add
Change
0541 LITTER REMOWAL e
0543 ROAD SWEEFING MECHAN
Filker ...
Sty Al
Sark ...
Select All
Hide Dretail
Copy Special
[ K1l |

% pagel — page2

Trnseport PES Maintenance Project Guide Final
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Funding Tab

Trnseport carries no specific funding data
for projects or proposals. The terms
“Participating” or “PART” when used in
Trnseport are to mean that the project or
the individual pay items participate in the
funding to be ultimately associated to the
project.

There is no information to be completed
on the funding tab. All data is created in
the Financial Management System (FM)
and populates this tab. Do not change
any values on this tab.

Pay Adjust Tab

Funding Code: [FART ¥ Category No.:[o000
[FARTICIFATING

Pari froo.o000
0

ing: B
Funding Group:[FOD
Accounting Fund Gode:

The payment adjustment features of Trnseport are not in use at this time.

Breakdowns Tab

The Breakdowns Tab is not used for maintenance projects. A default value of "1" and
"Worksheet Breakdown Default” should appear automatically. If it does not appear, enter a 1"

in this field on the Worksheet.
The Worksheet Tab

The FM system has no Item data. Most
of your work will be in this tab, entering
Items and gquantities. As can be seen,
there is only gray space where Item
information is to reside. Begin by
entering blank rows to hold the Item data.

In the blank Worksheet Tab,
e Rclick
e select Add.

e Trns- port PES

File Edit Yew Utlities window Help
lixBag | kE | & v | €]
fr= Project 21478227202

General | Counties | Catenories | Furiding | Pay Adjust |Elreakdnwns Worksheet |Aﬂanhments|

Find Project ftem Line Number:

e Trns-port PES

Fle Edit Wew Utilities Window Help
lizBas PR | = | vi | 2

fr=  Project 21478227202

General | Counties | Categories | Funding | Pay Adjust |Elreakdawns Worksheet |Attachmems|

Find Project item Line Number:

|w

Add

Eiler ...
Show Al
Sort .

Select Al

Trnseport PES Maintenance Project Guide Final
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This will create one blank row.

You may add one row and enter the
associated Item data, or you may choose
to enter a group of blank rows:

To enter a second row,

e Place your cursor on one of the
rows.

e Rclick and select Insert Row.

See the Reference Manual for
Maintenance Projects for more
information on adding rows.

Repeat this until you have the number of
rows you want. The Worksheet contains
data in columns and rows and functions
like a standard spreadsheet. Each row
will present the data associated with one
Item.

Adding Information to the Worksheet

e Trns- port PES
Ble Edt Yiew Utlities Window Help

lixBeas | FEH = | vi | &

fre  Project 21478227202

General | Counties | Calegaries | Funding| | Pay Adjust |Ereaknnwms Worksheet |Ananhmems|

Find Project tem Line Number:

firz; Trns-port PES

Fle Edt Wew Utlies Window Help

lixBas ®BH| & vi | ¢

frt;  Project 21478227202

General | Counties | Categories | Furnding | Pay Adjust |Elreakdawn5 Worksheet |Attachmems|

Find Project item Line Number:

Add Row to End
| Ere .
Delete...

Eilter ...
Show Al
Sart ..

Select All

To enter information to the Worksheet, you click in a row and enter values for each column in
the row. When you open an empty Worksheet, you need to insert a row before working in the
Worksheet, as discussed previously. You can add or change data in most blank column fields
(except those fields calculated by Trnseport or fields with blue data). You cannot change blue
field values nor can you enter values into columns that are "grayed out”. To alter values in these

columns you will do it through the Item
Detail window.

Some columns, such as Category Number
and Item Number, have list boxes at the
bottom of the column. Click the arrow to
view supporting reference data and select
appropriate values. Filter and sort data to
find the information needed. If a column
does not have an arrow displayed at the
bottom, enter values directly into the
fields.

1 Trins-port PES

File Edt Wew Ublties Window Help

ieeas  ®BE | 5 | vi | &

General | Counties | Categaries | Furiding) | Pay Adjust |Elreakdawns Worksheet |Attachmems|

Find Project ltem Line Number:

ir= Categories  Project 21478227202

FM PROJECT FUNDING

LAR

SLOPE MOWING
0484 INTERMEDIATE MACHIMNE MOWING
0484 CHEMICAL WEED AND GRASE CONTROL
0541 LITTER REMOVAL

141 | i

oK | ilter | Sort | Cancell Help |
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Enter information for required fields.
Begin entering Item data by:

e Selecting the Category Number to which the Item belongs. Choose from the list box at
the bottom of the screen in the Category Number column.

The Worksheet contains 29 fields displayed as columns. The following are required:

e Complete the following fields for each category as appropriate:

Breakdown ID Breakdown Item Line Number
Breakdown Item Quantity Category Number

Combine Flag Estimated Unit Price

Fixed Price (Pre-Established Price) Item Number

Item Alternate (Alt Code) Price Lock Flag

Project Item Line Number Do Not Bid

Non Par Fund Code The Department does not mange funds

in Trnseport and this field is therefore set to default to a blank. D0 not

change this field during project development. In rare cases it will
be necessary to mark some items as nonparticipating after the proposal has
been reviewed by the FHWA. For state funded projects no items are to be
flagged as Non Participating.

Editing the Project Worksheet

Once a project has been created in Trnseport PES, the FM system will automatically update
financial information for each project so that data will stay synchronized. This automatic refresh
requires no action on your part; it is done routinely every night as a system batch process. If you
need it at other times, you may call the procedure yourself.

Special Treatment of Performance Contract Lump Sum Pay ltems

Performance contracts are established with a series of lump sum payments, which are based on
varying percentages of the total original contract amount per the Payment Schedule in the
Advertised Project’s Scope. To establish these contracts for varying lump sum payments,
multiple periodic payments of lump sum pay items need to be created. Lump Sum ltems are
typically flagged as Combine = Y-Yes. However, when using the “Periodic Payments of Lump
Sum?” pay item, set the “Combine Like Items” Flag to “N”- No.

Trnseport PES Maintenance Project Guide Final Page 15 of 47
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Example for this exception:

Generall Cuum\esl Categories | Fundingl Pay Adjust | Breakdowns VWorksheet | Attachments I

Find Project tem Line Number:

0039 E£009 2 PERIODIC PAYMENTS OF LUMP SUM

i Project 42907817201 1

Filter:| <Show All=

A 215,200.000/N i
0020 00ag E0992 FPERIODIC PAYMENTS OF LLIMP SUM EA 6.000 6.000 75,320.00000]  451,820.000N N M
o010 n0ag E099 2 FPERICDIC PAYMERTE OF LLIMP SUM EA 20.000) 20.000) 40,384.00000] 1,807 680.000/M M M
0015 00ag E0992 FPERIODIC PAYMENTS OF LLIMP SUM EA 12.000) 12.000 96,840.00000) 1,162,080.000N N M
noos n0ag E099 2 FPERICDIC PAYMERTE OF LLIMP SUM EA 40.000) 40.000 89,308.00000] 3,672,320.000/M M M
0025 00ag E0992 FPERICDIC PAYMERTS OF LLIMP SUM EA 4.000) 4.000 60,700.00000]  322.800.000/M il M

The system is typically set up to combine identical items however in the instance of the
“Periodic Payment Of Lump Sum” pay items the System needs to be flagged to override the
function. This is important in order to maintain the separate listing of the “Periodic Payments
Of Lump Sum” pay items when the Project is attached to the Proposal.

This is important to provide for the intended Payment Schedule when the contract is

transferred to Site Manager after award.

After setting the combine flag to no, enter the various quantities per the Payment Schedule in
the Advertised Project’s Scope and estimated prices, sort the items by quantity, and assign the

line items manually to retain the order.

The basis for the Estimated Unit Price line items dollar amounts should be the advertised

Budget Amount.

Please refer to the Trans*port LAS User Guide for Special Maintenance Projects for the steps

to be followed in LAS for these Contracts.

Entering Data in a Range of Cells

Use the Edit > Range Fill command from
the Menu Bar to enter values in columns.

fr= Trns-port PES
Eile | Edit ¥iew Utlities Window Help

H 9 addRowtoEnd Shift+Hns | | s ‘
. . . r—— [Insert Row Ins
If you add or change information in a B oo ati0e
. Generate Worlsheet Report 3
column and other rows in the same column Pt Cautis L
Hide Columns ANEOLS)
should contain the same value, you can 052 Lt i asorcl e e AN
Range Fi
H ‘052  Consistency Checking E PULL & EMD FOST ASSEM (TYFPE A) EA
select all cells in the column and copy the |2 Z5ee i T - UL BN FOS e e
H 053 iter . FEMNCE END POST AGEEMBELY (TYP B) (STD)  |EA
value down or up in the column. z - e e =
052 FEMCE (RESET EXIST)TVPE B) LF
- — G ChrHC
To Se'ect an entire Co|umn, 052 E::ti Ct:liv FEMCE GATE (TP BNSGL 630 5 QPEMING) Ex
052 Conenecil),, FENCE GATE (TYP B)SGL 10%(10' OPENING)  [EA
. . A 057 T —— FENCE GATE (T¥P B)DBL 10(20' OFENING)  |EA
e Click once in the column title. 05 FENCE GATE (SLIDING) (CANTILEVER 12) EA
0527 |ES50 6111 FEMCE POST BRACE (TYFE A, 47 EA
0527 |ES50 6112 FEMCE POST LINE (TYFE A, 47 EA
° i i i i 0527 |E550 6113 FENGCE POST APPROACH (TYPE &, 4 EA
IC I ange kI 1 p.
0527 |EA50 6114 FEMCE FOST PLILL (TYPE A, 4% EA
05627 |EA50 6221 FEMCE FOST BRACE (TYFE B, 6% EA
Or 05827 |EASD 6222 FEMCE FOST LIME (TYPE B, 67 EA
0527 |ES50 7111 FEMCE MAINT (TYP &) (4) (BARBED WIRE) LF
. . . . 0527 |ES50 7112 FEMCE MAINT (TYP &) (47 (FENCE FABRIC) LF
] C||Ck Ed|t > Range F||| > F||| 0527 [ES50 7221 FEMNCE MAINT (TYP B) (5) (BARBED WIRE) LF
0527 |EG50 7222 FEMCE MAINT (TYP B) (6} (FENCE FABRIC) LF
Down from the Menu Bar.
Trnseport populates all the selected fields with the value from the first cell.
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Assigning Line Numbers

You can manually enter Project Item or fus Trns-port PES

. Ele [Edt View Ubiities Window Help
Breakdown Item Line Numbers or let [1 srontoen wre [T @ |
Trnseport enter them automatically. You 2

Delete. .. Shift-+Diel
must assign line numbers to all rows

l Genetate Worksheet Report 3

Perform Calculations

Hide Columns CONC CLASS [(MISCELLAMEDLIS) CY

|
H 052 Update with Historical Price f FENCE CORNER POST ASSEM (TYPE 4) EA
bEfore savi ng the WorkSheet' To enter 052 RangaFil v 1 FENCE CORMER FOST ASSEM (TYPE B) EA
H . 053 Consistency Checking [ FENCE PULL & END POSTASSEM (TYPEA)  |EA
Line Numbers: : e e
Fiter ClE S 05T ASSEMBLY (TYP B) (5TD)
° Select Edlt > ASSign Line 052 sort Ctrl+s 1 FENCE (RESET EXIST)(TYPE A) LF
[ — P 1 FENCE (RESET EXIST)(TVPE B) LF
> 052 oo o | FENCE GATE (TYP B)(SGL 5)( 5' OPENING) EA
Numbers PrOJECt Items from 053 E‘:sp:Specia\,.. ' | FENCE GATE (TvP B}(SGL 103%(10' OPENING)  |EA
052 1 FENCE GATE (TYP BJ(DBL 109%(20' OPENING)  |EA
the Menu Bar' e f FENCE GATE (SLIDING) (CANTILEVER 12 EA
0527 |E550 B111 1 FENCE POST BRACE (TTPE &, 47 EA
e Select Edit > ASSign Line 0527 |ESS0 6112 1 FENCE POST LINE (TYPE A, 4) EA
0527 |E560 6113 | FENCE POST APPROACH (TYPE A, 4] EA
> 0527 |E550 6114 | FENCE POST PULL (TYPE A, 4) EA
Numbers Breakdown Items 0527 |E560 G221 | FENCE POST BRACE (TYPE B, 6) EA
from the Menu Bar 0527 |E550 6222 1 FEMCE POST LINE (TYFE B, 6% EA
) 0527 |E550 7111 | FENCE MAINT (TYP &) (4) (BARBED WIRE) LF
0527 |E560 7112 | FENCE MAINT (TYF &) (4) (FENCE FABRIC) LF

These actions sequentially number all
Project and Breakdown Item Sequence numbers.

Checking Data Consistency

Check the consistency of data in the T
Worksheet before you save it. To do this: |/ es s e o b

ﬂ 4 addRowtoEnd Shift+Ins | ‘ & |
r—=  InsertRow Ins
: ; Iete... hifioel PO
e Select Edit > Consistency B oo
. l Generate Workshest Report 3
form Calcul
Checking from the Menu Bar. Ds2] e 1 CONC CLABS KMISCELLANEOLS) oY
052 Update with Historical Price [ FENGE CORNER FOST ASSEM (TYPE A1 EA
; ; 052 RangeF » |1 FENGE CORNER FOST ASGEM (TYPE B) EA
This checks secondary fields for Items oo I ——ENCEFULLE END POSTAcSEN. (1Pen B
: : 052 i EMBLY (TYF B} {5TD)
that have identical category number and - R =
. - 092 Sort s 1
prOJeCt Item line numbers. (2l ame | FENGE (RESET EXIST)(TYPE B LF
052 et oy | FENGE GATE (TVP B)(SGL 6)(5'OPENING)  EA
. 083 oy i, | FENGE GATE (TVP B)(96L 10010 OPENING)  EA
If errors are found, the cursor will be e  IFENGE GATE (VP B)DBL10)20 OPENNG) EA
. . 052 ¥ Referendng On 1 FENCE GATE (SLIDING) (CANTILEVER 12} EA
placed in one of the erroneous fields. 0527 e e111 013 |wse 1 [FENGEPOSTBRACE MYPEA & Ex
. . . . 0527 [Es50 6112|0014 [oo70 |1 FENGE POST LINE (TYPE A, 4) EA
Addltlona”y, when CIOSIng the WIndOW, it 0527 |ESSD 6113 0015|0075 1 FENGE POST APPROACH (TYPE 4, 4) EA
. ) ] . 0527 |E550 6114 (0016 [ooe0 |1 FENGE POST PULL (TYPE A, 47 EA
W||| go through th|s CheCk aga”‘] to av0|d 0527 |ESA0 G221 0017 [00sE 1 FENCE POST BRACE (TYPE B, B} EA
. 0577 |E850 6222|0018 [o0gD |1 FENGE POST LINE (TYPE B, B) EA
saving bad data. Correct each error. 0527 |E850 7111 (0019|0085 |1 FENGE MAINT (TYF 4) (4) (BARBED WIRE) LF
0527 |E850 7112|0020 [0toD |1 FENGE MAINT (TYF A) (4) (FENGE FABRIC)  LF
0527 |E850 1221 |00z __|00s | FENCE MAINT TV B} (i (BARBED WIRE} LF

Identifying Obsolete ltems

One of the tests made during the Consistency check is for obsolete Items. If any are found, you
will be required to change the Items to current values before the project will successfully save.

This situation may occur when you are using on old project or a template project to create a new
project by means of the Copy Special features. The copy special will create the new project, but
the consistency check feature will be implemented when you try to save the project.
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When completed, your Worksheet will be
similar to this one. Save the new project
to the Trnseport database by clicking the
"X" to close the window, Click the Save
icon on the button bar, or select File >
Save from the Menu Bar.

The Attachments Tab

s Trns-port PES

File Edit Yiew Utlities Window Help
|[1xBaE | B | v | ¢

fre PES Worksheet for Project 40571017202

0527|0400 115 0001 COMC CLASS I(MISCELLANEOLUE) CY
0527|0550 3 1 0002 FENCE CORMER POST ASSEM (TYPE A) =)
0527 (0550 3 2 0002 FENCE CORNER POST ASSEM (TYPE B) =)
0527|0550 4 1 0004 FEMCE PULL & END POST AGSEM  (TYPE A) E#
0527|0550 5 1 000a FENCE PULL POST ASSEMBLY (TP B) (STD} EA

0006

FENCE END POS MBLY (TP B) (STD)
FENCE (RESET E PEA) LF
FENCE (RESET EXIST)(TYPE B) LF
FENCE GATE (TYP B)(SGL 5)( 5' OPENING) EA
FENGE GATE (TYP B)(SGL 10)(10' OPENING]  |EA
FENCE GATE (TVF B)(DEL 103(20' OPENING)  |EA

0527 (065074 1 o007
0527 |055074 2 ooos
0527 |0550 7651 oooa
0527|0650 76101 o010
0527|0550 76202 0011

0527 (05507912 0012 FENCE GATE (SLIDING) (CANTILEVER 127 =)
0527 |ES&0 B111 0013 FEMCE POST BRACE (TYPE A, 47 =)
0527 |ES50 6112 0014 FENCE POST LINE (TYPE A, 47 EA
0527 |ES50 6113 0015 FEMNCE POST APPROACH (TYFE A, 4% =)
0527 |ES50 6114 0016 FEMCE POST PULL (TYFPE A, 47 =)
0527 |ES50 6221 0017 FENCE POST BRACE (TYPE B, 6 EA
0527 |ESE0 6222 0018 FEMCE POET LINE (TYPE B, 6% E#
0527 |ES&0 7111 0014 FEMCE MAIMT (TP A3 (4% (BARBED WIRE) LF

All of the Trnseport tabbed folder windows have an Attachments tab. It allows you to integrate
OLE-compatible documents (for example, letters or spreadsheets), web pages, and plug-in
applications into Trnseport. At this time there are no standards established for use of this feature.

Deleting a Project
To delete a project,

e Highlight the project in the
Projects List window

e Select Delete from the right
mouse button menu.

Trnseport displays a series of two Delete
Warning windows and a Confirm Delete
window. Authority to delete projects is
restricted by security controls. If you are
not able to delete a project, see your
District Application Manager.

The Item Detail Screen

¢r= Trns-port PES

Ele Edt Wew Utlities Window Help
izBas |[B vi | t|oeEEe

ér= Projects

40561125201 A COUNTYWWIDE

40561135201 A MIAMI-DADE COUNTYWDE
40561145201 A MIAMI-DADE COUNTYWDE
40561155201 hiA WIAMI-DADE COUNTYWDE
40561325201 MIA DWW BRIDGE REPAIR
40561332501 MIA DISTRIWIDE BRIDGE REPAIR 02403
40561336201 MA DISTRICTWIDE BRIDGE
40561426201 MA DISTRICTWDE
40561436201 MA DISTRICTWIDE
40561445201 A DISTRICTWIDE
40566625201 A DISTRICTWIDE
40566635201 A DISTRICTWIDE

4056AB45201 RIA DISTRICTWIDE
40571017202 ! 5 Dy
40571 202

MIA FENCE REPAI

10673617201 A -85/ SWEEFING

10573627201 A -85/SWEEFING

10573717202 A DISTRICT WIDE Tabbed Folder Add
40573727201 HiA DISTRICTWIDE Tabbed Eolder Changs
40581517202 HiA INTERSTATE- PALM Tabbed Folder Yiew
40581617202 NiA PRIMARY - PALM BEACH

40583617201 RiA BROVARD COUNTY (s
40583717201 HiA BROWIARD COUNTY (CEE s
10817517202 A MOWING & LITTER RE. | To0 worksheet
10826717202 A BROWIARD GOUNTY

10826727201 A BROWIARD GOUNTY

40626817202 N US-27 MOWING

40834917202 HiA PALM BEACH COUNTY

40835017202 A PALM BEACH COUNTY

There will be instances when it is either desirable or necessary to enter some Item information
into the Item Detail Window. See the Reference Manual for Maintenance Projects for details on

this process.

Before using this procedure, be sure that you have properly saved your project in the Folders
formats to the database and exited the project.
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To access the Item Detail screen, take the following steps:
From the Projects List window,

e Rclick the project of interest.

e Click Category List.

e Click the category of interest.

e Rclick Project Items List.

e Click the Item of interest.

e Rclick Change.

The Item Detail window will open. You may change any field on the screen except those that
are in blue. When you have completed your changes,

e Click ok to save the data and close the screen.
e Close the Item list window.

e Close the Category list window.

fr= Trns-port PES

H Elle ,ﬁ Yiew Utiities Mindow Help
The Copy Special Feature [1 v B i AoREeH|
The Copy Special feature allows you to E .,
copy one project to another or to copy the p—— COUNTWIDE
category detail of one project to another 0 s MAMLDADE COUNTHOE
prOJeCt jg fnpi E:'::\f B:\;VTEH?\)\'EI)E?EEEFEIEAGIE REPAIR 02/03

Copy cial... DISTRICTWIDE BRIDGE
40" Select Al Chrl+a DISTRICTWDE
ATBETITEI0T TR DISTRICTWIDE
40561445201 iR DISTRICTWIDE
40566625201 iA DISTRICTWIDE

40566635201 I DISTRICTWIDE
DISTRICTWIDE

Dupllcatlng a PrOJeCt 40573617201 R |-85F SWEEPING
40573827201 NI |-95ISWEEPING
To initiate a Copy Special for a project:
e Click the project to copy in the
Project List window. .~ Copy Project
. . . Page 1
e Click Edit > Copy Special from the al
Copy Project Control Murmber: 40571017202
Menu Bar. Mews Project Contral Mumber: [40571017 202w
e Enter the new Project Control Cancel_|
Number
e Click ok.
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Duplicating a Category

The Copy Special option also allows you
to copy a category and its Item
information from one project to another,
eliminating the need to re-enter all the
data for each new category.

e Click the source project in the
Projects List window.

e Rclick Category List.

e Click the category you wish to
copy.

e From the Menu Bar, click Edit >
Copy Special.

The system will default to the same
Project Number. This would apply if you
had created a Category and wished to
duplicate it in the same project.

e Click the New Project Number
from the list box.

e Trns port PES

File Edit wiew Utlities Window Help
1=Bas & | Y/ t 2rEEE S

175 Mowing [Ty 75 Large Machine Mowing = TEMPLATE =
INTERSTATEMOWY A LARGE MACHINE MOWING (INTESTATE)

JOINT SEALING A CLEAMING, REPAIRING AND RESEALING BRIDC
LCMOTINTERS & LAKE CITY MAINT. MAINT. OF TRAFFIC
LCMOTRRIMARY A LAKE CITY MAINT.

LIGHTING [Ty Lighting Template

LIGHTING COPY A HIGHWAY LIGHTING

LONG-LINE A LONG LINE STRIFING TEMPLATE

Lakeland City & MOA City of Lakeland =+ TEMPLATE =+
LhdsepTemplat A DISTRICTWIDE *=TEMPLATE =

MAINT-TMPLATE [ Foadside Maintenance
MCATTEMP D1 MCATTEMP W TENANCE CATEGORY TEMPLATE

MCATTEMP D190 WCATTEMP 4dd TENANCE CATEGORY TEMPLATE
MCATTEMP D181 MCATTEMP Siere: TENANGE CATEGORY TEMPLATE
MCATTEMP D152 MCATTEMP Delere. . ITENANCE CATEGORY TEMPLATE
MCATTEMP D193 MCATTEMP Tobbed Folder Add TENANCE CATEGORY TEMPLATE
MCATTEMP D184 MCATTEMP Tabbed Eolder Change TENANCE CATEGORY TEMPLATE
MCATTEMP D195 00000000000 Tabbed Folder Visw PLATE

MCATTEMP D187 MCATTEMP ~ NTENANGCE CATEGORY TEMPLATE
MCATTEMP D2 MCATTEMP ITENANCE CATEGORY TEMPLATE
MCATTEMP D210 MCATTEMP TENANCE CATEGORY TEMPLATE
MCATTEMP D235 MCATTEMP TENANCE CATEGORY TEMPLATE
MCATTEMP D293 MCATTEMP Bredalmmlis TENANCE CATEGORY TEMPLATE
MCATTEMP D287 MCATTEMP Gty e TENANGE CATEGORY TEMPLATE
MCATTEMP D3 SPEC YR 99 Pay Adustment Indices Ust |y ancE GATEGORY TEMPLATE
MCATTEMP DS MCATTEMP Run Process... TENANCE CATEGORY TEMPLATE
MCATTEMF DB MCATTEMP  ———————WRINTENANCE CATEGORY TEMPLATE
hOATTEMP D7 M ATTEME. MAINTERARCE CATEGORY TEMPLATE

fri Trns-port PES

File | Edlt Wiew Utliies Window Help

[ = [ve [ e[oesa|

—  change

H Delete. . Shift-+Del

E e ik
04t saort s ERS il
T M
nag SO il MING AND REMOVAL M
[iPTEEEE e E AREA MAINTENANCE W
04¢ IR D AND GRASS CONTROL M
p4g Selectal Gl D AND GRASS CNTRL SELECT, WEED M
0498 STORN WATER MANAGEMENT M
0519 DELINEATORS M
0520 SIGMS (GROUND SIGNS 30 50 FT OR LESS) M
0521 SIGMS (GROUND SIGNS OVER 30 50 FT) M
0522 SIGMN CLEANING M
0526 GUARDRAIL REPAIR M
D527 FENCE REFAIR M
0530 ROUTINE ATTENUATOR INSPECTION & SERVICE M
0531 ATTENUATOR REPAIR M
0532 PAVEMENT STRIPING (LARGE MACHINE) M
0534 PAYEMENT SYMBOLS M
0537 RAISED PAVEMENT MARKER REPLACEMENT M
0540 GRAFFIT| REMOYAL M

M
M

0541 ROADSIDE LITTER REMOVAL

RO WEEPIN LIAL)
0543 ROAD SWWEEPING (MECHANICAL)

= =

0544 REST AREA MAINTENAMNCE

e Enter the source Category Number as the

New Category Number to copy the
Maintenance Activity detail to the new

project.

i Copy Category
Page 1 |

Copy Praject Nurber. MCATTEMP D1
Cony Category Mumber, 0542
New Project Number. [+1163715201 ¥

1 Mew Catpnon BMimber Ei?
Cancel |

.

{la

After you copy the category, make necessary modifications to the new category. Copy Special
copies the category header, Item records, quantities, and price information that exist in the source

category.
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Combining Projects

To combine two or more projects do the
following:

e Click the host project in the
Projects List window.

Trnseport will keep the header from this
project, then add categories, and Items
from other projects to it.

e Click Tabbed Folder Change to
open the project.

e Click the Worksheet Tab to
open the Worksheet for the
selected project

In this case, there are no rows of ltems
displayed. A view of the Category tab of
this project would reveal that all
necessary Category Numbers exist.

e From, the Menu Bar, Click File >

Import > Combine Projects.

m Trns port PES

Fle Edit VYiew Ulilites 'window Help

1 lalis B i tf 2lemmels)

:@Pmiecls

11111 11111 Karen's project - pave road
AARRRRRARREI 4912007P BRIDGE # 780073 REPL4
19016913201 190169132 STATEWIDE BRIDGE
1907491520 w 19074915201 MORTHERM TURNPIKE GUA
18363715201 18363715201 STATEWIDE

19782515201 1979251452M GRTZ2 FROM BIG S5LO
21019815201 2101981520 YILANG BCH. BRIDGE BRID
21475617212 21475617212 Al Inclusive - 1295
21475617215 214756172145 Traffic Operations YWark Order:

SR 7T (MORTH BAY)

Add
21860815201 we 21860815201 Change TE
21862515201 21862515201 Delate...

21867415201 21867415201 Tabbed Folder 4dd

21876515201 1991043F Tabbed Ealder Change
21980415201 21980815201 Tabbed Folder View

22079215201 4602012P :

22087515202 22087515202 Pioject LU
22087615201 32087615201 Categany List

22087615204 22087615204 PES Worksheet

22087615208 22087625208 Breakdown List 10
22088525201 22088525201 Egunly.lnfnrmallnn !Jst : FRO
22091815209 22091815209 Pay &djustment Indices List
22081815213 22091816213 Fun Pracess. Lo

iy Trns-port PES
File Edit ‘iew Utlities ‘window Help

iwRas | PR = | v &

i, Project 4105371 7201wc

General | Counties |Calegunes| Funding | Pay Adjust |Elreakduwns Worksheet

Find Project tem Line Number: I Filt

i, Trns-port PES

File Edit View Utiities Window Help

FHE | = | v |t

©pen Bid Letting List
Open Proposal List
Open Prime Project Lisk

Open Project List | Categories | Funding | Pay Adjust | Breakdowns — Worksheet
Close .

: Filt
Reference Tables 3
Save

Run Pracess...
Frocess Status

Print Setup...
Print ...
Load rom Q08
Export 3 Load Worksheet: Data
D ornbine Projects
Exit

Load Project Data From Estimator
Load Project Estimate Data

Load Projects

Load Projects From SAPW
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Trnseport displays a list of projects. Use
the Filter and Sort options to help you

iiProjects Spec Year DO x|

25270817202 IWiA WA for [

locate projects to combine. You must 4105371720 1we NiA BHLDR REF
. . 053717 200xc NIA SHLDR REF
combine projects where all of them have 21791145901 NiA SR 79
; 2179114521 Dw2 NIA SRTY
the same Spec year and same Unit System. |22 22 A o 108 US
. ] ] M 8EE215201 NIA SR 195 MAI
e Clicka project to combine 21868315201 NI SR 30 (US ¢
Click | Kl | 3
° ICK OK. OK I Filter | Sort | Cancel | Help |

Trnssport returns you to the Worksheet

where it loads data from the selected Hle Lot e Lilfes dindon Hep
ip@als e & s =

project into the open Worksheet.
General | Counties | Categories | Funding | Pay Adjust | Breakdowns ~ Worksheet |
Find Category Number: | Filte
If yOU want to Comblne an addltlonal FARNETEINE] -1 1 0110 3 STRUCTURE REMCWAL OF EXISTING L5 |5
prOjeCt repeat the StepS above for eaCh 0100 1 011071 1 |BRIDGE FEMDER SYSTEM REMOWAL & DISPOSAL LF
! o100 |1 0400 215 |COMS CLASS I (MISCELLAMEOUS) o
one. 0100 |1 0400 320 [COMC CLASSII  (SEAL) cY
oton |1 0400 4 4 |[CONC CLASS IV (SUPERSTRUCTURE) oY
. . 0100 |1 0400 4 5 |[CONC CLASS IV (SUBSTRUGTURE) oY
When all prOjeCtS have been ComblnEd, o100 i 0400127 2 |EXP STRUCTURAL BEARING ASM (251-500 KIPS  |EA
. . 0100 |1 0450 1 7 |PREST BEANS (SFECIAL) LF
rerun the ASSlgn Line Numbers process o100 |1 0460 7 5 |[EXPANSION JOINT SEAL (MODULAR) LF
. . o100 |1 0460111 11 |POST TENS TEND (SUPERSTRUGT STRAND) LB
for both PrO]ECt Line Numbers and o100 |1 0530 3 3 |RIPRAF (RUBELE) (BANK AND SHORE) ™
. ot |1 0110 3 STRUCTURE REMCYAL OF EXISTING Ls  |sF
Breakdown Line Numbers. ot |1 011071 1 |BRIDGE FENDER SYSTEM REMOWVAL & DISPOSAL  LF
01 |1 0400 215 |[CONC CLASS I MISCELLANEOUS) oY
01 |1 0400 320 |[COMC CLASSII  (SEAL) oY

Creating a Template Project

A template project is a real project under another name. You can create a template by taking a
project that is available on your Projects List window and using the Copy Special features
described above to copy all of the old information into a new project with a new name.
Alternatively, you may begin by creating a template without reference to any existing Trnseport
PES project.

The management of templates can be either in the District Office or in the Maintenance Yards.
Keeping in mind the hierarchy of the Access Control Group, a project created in a District Office
will only be available to users with personal Control Groups that can access District Office lists.

There are two cautions regarding the use of templates.

e The Project Control Number (PCN) given to a template should not look like a Financial
Project Control number in order to avoid any confusion with a real project. The PCN
field has 13 characters available and an appropriate use of letters and numbers should be
used.

e Templates should have no funds assigned to them, so that no erroneous funding
information can be printed on project reports.
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Creating and Managing Proposals

To create a proposal, you do not have to define all the proposal details, just the proposal header
information. Tell Trnseport which projects are to be assigned to the proposal, and allow
Trnseport to create the proposal details. After you create the proposal, assign it to a bid letting
and produce the proposal documents.

Working with Proposals

File Edit Yew Uities Window Help

To define a Proposal Header, open the 1wBaE U [ Vi t RTATZNEE
iot Wi
Proposals List window, “CotractD Doscrpon  twe
ME1T-R1 MEMORANDUM OF AGREEMENT YWITH THE CITY OFCHIPL  MMOA
. . MBS CITY OF TALLAHASSEE MOA MMOA
CI k h I [ AISEE-R1 MEMORANDUM OF AGREEMENT WITH CITY OF TALLAHAS  MMOA
b IC t e Proposa Icon' AISET-R1 MEMORANDUM OF AGREEMENT YWITH THE CITY OF SPRII MMOA
AI595-R1 MEMORANDUM OF AGREEMENT YWITH THE CITY OF SHAL MMOA
AITE3 JOINT POND AGMT MM OA
AMTT MOA CITY OF BOMNIFAY MM OA
AJTT-RI MEMORANDUM OF AGREEMENT WWITH THE CITY OF BONI  MMOA
Al850-RO MECHANICAL SWEEPING MMOA
AK130 MEMORANDUM OF AGREEMENT WITH THE CITY OF CAMF  MMOA
Add, change, or delete proposal records Moo ne oy O
. . . AK123 MOAWITH CITY OF DESTIN MMOA
f h | d AK124 WOAWITH GITY OF DEFUNIAK SPRINGS MMOA
rom t IS ISt WI n OW' mK125 MOAWITH CITY OF COTTOMDALE MMOA
AK126 MOAWITH TOWN OF ESTO MMOA

Creating a Proposal

File Edit Wew Utlities Window Help
1kBaEs | B | T8 |t 20 A9S6Be

fri; Proposals

To create a new proposal,

° RCI |Ck Tab bed Folder Add . AIS1T-R1 MEMORANDUM OF AGREEMENT WITH THE CITY OFCHIPL  MMOA

ASES CITY OF TALLAHASSEE MOA MDA
AlSES-R1 MEMORANDUNM OF AGREEMENT WITH CITY OF TALLAHAS  MMOA
AlISBT-R1 MEMORANDUNM OF AGREEMENT WITH THE CITY OF SPRII MMOA
Al595-R1 MEMORANDUM OF AGREEMENT WITH THE CITY OF SHAL  MMOA
AlTE3 JOINT POND AGMT MMOA
ALATT MOA CITY OF BOMIFAY b OA
. AJATT-RY MEMORANDUNM OF AGREEMENT WWITH THE CITY OF BOMNI  MMOA
Trnseport displays the first page of the sy § s "

VITH THE CITY OF C

add
General Tab . MOAWITH CITY OF DESTIN MMOA Change
MOAWITH CITY OF DEFUINIAK SPRINGS MMOR Delete.
MOAWITH CITY OF GOTTONDALE MMOA
MOAWITH TOWN OF ESTO MO S
MOAWITH TOWN OF CINGO BAYOU MMOA R A GEE S
MOAWITH CITY OF CEDAR GROVE MMOA ecbedholiohen)
MOAWITH CITY OF VALPARAISO MMOA Preposal
MOAWITH CITY OF CALLAWAY MMOR Proposal Project List
MOAWITH GITY OF MIGEVILLE MMOA Proposal Descripion
MOAWITH THE CITY OF MILTON MMOA Addendum List
MOAWITH CITY OF MEXICO BEACH MMOA Proposal Items
MOAWITH CITY OF MARY ESTHER MR Special Provisions List
MOAYWITH THE CITY OF MARIANNA MMOA Site Locatians List
MOAWITH TOWN OF MALONE MMOR Section List
MOAWITH CITY OF LYNN HAVEN MMOA Letting Proposals
MOAWITH TOWN OF HAVNA MO
MOAWITH TOWN OF GREENWOOD MMOA Bun Process. .
The General Tab
The General Tab contains two pages.
Letting Mo: call:
Contract 1D Official Estimate:[
Spec Year |13 RemewahleF
Frev LetAs Cant |D: Perfarmance Based: (maintenance use aniv)
Description:
FediState Project Ma.: NI Chtl PG |
General Tab page 1 Repetar
Begin by entering the lead Project Number in the Route Mumber| soppl pecvear[
Road Systern Proposal Tvpe:
H H H H Highway Type: Bid Method:
Cntl PCN field. This will save the necessity of A B oo
- - - Primary District: ¥ Contract Wark Type.
re-enterlng Informatlon. Cantrol Group: SetAside Proposal:
Caounties:
. Execution Days
e Click Cntl PCN. Proposal Class Special Start Date:] D0/000000 |
Qualification Classes| Acquiz.Flexible Start Time: -
(Uiser may et selected vaie)

Trnseport PES Maintenance Project Guide Final Page 23 of 47
Last Update: 20131223 knatcch



File | Edit Wiew LUtlities Window Help

e Click the Financial Project Number, from

. 1 Add Ins
the list box, J| Change |
e From the Menu Bar, select Edit > Import DalEiao, chieoel JI
Controlling PCN Data. € Fiter Chrl+F Pri
[ Sk k-5
Copy Chrl+C
Paste Chrl+y
Copy Special,..
Sieleck Al CErl A
If there are several projects to be strung to the Impart Controling FCH Data

Proposal Header, import this data for the lead
project and alter fields in the Proposal Header as necessary to reflect the combined work.

The warning screen tells which fields will be
filled with imported data.

PES - Proposal Tab Folder il
b CI ICk YES. 9 Importing Controlling PCM's data will affect the Following Fields:
. - FederalfState Project Mumber
e Enter as much information as possible for e
. - Location 1, Location 2
the remainder of page 1. Be sure to enter _ Countyl, CountyZ, County3, County4
the following required fields. e

- Primaty District

Contract ID  Enter the planned Contract
Number and use it as a Proposal
Identifier.

Do you wish o continue?

District Let Contracts: Enter the planned District Contract number in the general
form E#?7??, where # is District Number and ??? is a sequence number. Do not
enter dashes or spaces.

Memorandum of Agreement Enter in the form of #????, and select MMOA in
the Contract Type field. Do not enter dashes or spaces.

Renewable Contracts: Enter the regular District Contract Number as above
followed by —R0 (R-“zero”).

Special Note: Bid Method For Alternative Bidding, choose a value from the list box,
(example: for Maintenance Lump Sum Contracts choose “A4 Lump Sum”). Leave the
field blank if Alternative Bidding is not involved.

Contract Type  Choose the proper type from the following list.

MAM Maintenance Asset Management
MBVP Maintenance Best Value Performance
MC Maintenance Contract
MEC Maintenance Emergency Contract
MLBP Maintenance Low Bid Performance
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MMOA Maintenance Memorandum of Agreement

MSL Maintenance Streamline — Used with specific Maintenance Office
approval only.

Renewable Assign the flag Y if suffix —RO is assigned to the Contract Id, otherwise

assign N.
tienpral | Degenghan Shes | Progcs | Special Prowsions | Seclions mems | FYScheduls | Afachmants
= page1 T page
Leting M Ccall L=
Contract ID: Offklal Estimate: [
Spec Year [11 Renewable]™
Prew Let Az Cord 10| Perrmance Bazanl | (mamtesance use oy
Dmscrghan:
FediEiate Frojact Mo, 40 Crll PCh: [
Locatian:
Reoute Muriber| Suppl Spec Year:|
Road stlurn.l— Propasal T\ﬂu.l—
Highweany Type: Bid Methad
Highway Mumber [ Contract Tyom: [
Frimary Disirict + Confractwork Tope: [
Contnl Group: et Aside Propossl:
Courniias:
[ I Execution Days l_
Popossi Class| Special Star Date [ TomomOND
Qualification Classes Acquis Flexible Star Time: 1
(Usar may adit sere fad e | .
—
-
4| | IE

Maintenance contracts require an official estimate to support the bid review process
and shall remain confidential in accordance with procedure # 375-000-001, Section 4.3

and6.6.

Description Contl PCN* Federal/State Project Number (N/A)
Spec Year Prev Let As ContID  Proposal Type Proposal Class (1)
Primary District Control Group Counties**  Contract Work Type (I)

Special Start Time  Acquisition Time

When you finish adding information to Page 1, click the page 2 radio button located in the upper
left corner of the General Tab.

*Contl PCN Indicates which project is the controlling project in a multi-project. If a Federal
Aid (FA) project is included in the Projects attached to the Proposal then it would be the
Controlling Project. In the event multiple projects have FA funds the FA Project with the largest
amount of Federal Aid would be the Controlling Project.

**Counties Enter up to four counties for each proposal (select from the drop down list) with the
entry in the PES “Primary” field being the primary county in SiteManager. This will be the
County on the Controlling Project (Cntl PCN) with the largest percentage of work. This can be
determined by the data being provided from FM and if the information is not provided by FM
then it must be determined by the review of the Plans.
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When there are multiple Counties on the Controlling Project with the identical percentage of
work, (Example: each has 50%) the Project Manager should select the “Primary County” on the
Proposal General Screen marked “Primary County.”

General Tab page 2

e Continue
entering
information.
Most of these
fields have
default values.

Bid Bond (0)

Cost of Proposal Package: [0.00
Zaost of Plans: |0.00
Costof Specs: |0.00

Costof Proposal: |0

Min. Drder Fee: |0.00

DBEEMBEE Goal (PCT: [0
WEE Goal (PCT: [0
Prop. DBE Goals:

Proposal Motes:|

Bid Elund:lil

Section Assignment: [=]
Special Frovisions: [

Last Description Mo
Last Addendurm Ma.:

OJT Flag: [N

Cost of Proposal Package

Section Assignment
Cost of Proposal

Proposal Notes

Cost of Plans
Last Addendum Number

Cost of Specs
Last Description Number.
Fuel Adjustment (Label and field currently hidden; not

applicable got Maintenance contracts)

The Description Tab

The proposal description can appear on
proposal-related reports, such as the
notice to bidders. This field should be a
general description of the work, where it
is located, and any unusual aspects that

should be made known.

In the Proposal tabbed folder
window,

e Click the Description tab.

Begin entering information on the
top row and at the extreme left of
the window. Enter a description
of approximately 32,000
characters or 400 lines. Do not
press <ENTER> at the end of each

4= Trns:port PES

Fle Edt View Ublties Window Help
lizBas | R =5 | v | &
fire: Proposal AJ890-RO

General  Description | Sites | Projects |5pac|a\F’mvls\nns| Sections | ftems |FYSchenu\5|Anachmant5|

WORI CONSISTS OF MECHANICAL SWEEFING ON U 8. 301 AND S R. 62
IN DADE CITY, FLORIDA,

Fle Edt Wiew Lhities Window Help
ixBaE | PE | & | v | ]
{= Propasal AJ890-RO [_ O[]

Filter:[<Show All~ -

2l
. . ite Detail
Ilne; TI‘I’IS'pOI’t automatlcally _’:y‘;'i;'g:;’ g Liquidated Damages per Dayfi
wraps text to a new line. Press R s ot Doy | e 3 e s o st i
scifes St Date g i E
<ENTER> only to start a new L e i | T
. Description:]Contract Time =l
paragraph. Use the windows O ——
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Copy (or cTrL+C) and Paste (or cTrRL+Vv) commands from the Edit menu to copy and paste text
from other programs such as word processing.

The Sites Tab

The Site Details window will appear in the lower portion of the screen. The Site number is
assigned a default value of "00". Enter overall information regarding the proposal. If additional
completion dates or mandatory start dates are required for portions of the proposal, add
additional rows by clicking Abb MORE. Number these other Sites from 01 onward.

e Each site record requires information in the following fields:

Site Number Type of Days Liquidated Damages per Day
Number of Days Specified Start Date Specified Completion Date
Description

NOTE: Most Maintenance Contracts will not require Specified Start or Specified Completion
Dates. The default settings of 00/00/00 will satisfy the requirement for data in these
fields. When the contract does require actual dates, enter them.

Enter at least one proposal site record. The liquidated damages rate has been set to "1". Do not
change this value. Liquidated Damages information will be communicated to bidders as a part
of the specification package. Assessed LD's will be handled in SiteManager as Contract
Adjustments.

When the Site Information is complete

e Click ok for the information to be recorded in the data row.

The Projects Tab
This shows the Projects tab of the =
proposal. The lower portion of this I e
screen displays a list of projects that ——
are not attached to any proposal and

so are available to be assigned to the

new proposal. This list will only

contain projects that match the Spec

year specified on the General Tab, = m =

and the Unit System of the e

Controlling PCN. e
The first project to be attached toa | 2o ens ST —
proposal will govern the specification | o Ty L LT E
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year and unit system for the proposal, so that all projects displayed in the lower section of the
window will conform to the Spec year and unit system of the lead project.

% Warning: In the Tabbed Folder mode controls exist to block a project from being
attached to more than one proposal as well as requiring all attached projects to be
of a common Spec year and unit system. There is the ability to make these
erroneous attachments via the drill down method. DO NOT attach projects to
proposals in the drill down mode of PES, because these protections regarding Spec
year, Unit System, and previously attached projects are not available.

To add an additional project or projects to the proposal, scroll through the list in the lower part of
the window and highlight those that are to be added. Highlight multiple projects by holding
down the cTrL key while you select the needed projects.

e Highlight the projects:
e Click the up arrow.

Note. Do not use the double up-arrow. It will attach every project in the list to the
proposal header.

The Special Provisions Tab
The Special Provisions tab features of Trnseport are not being used at this time.

The SeCtlonS Tab Ele Edit Yew LUities Window Help

ixmas R = | v e
i [
This shows the Sections Tab. o

General | Description | Sites | Projects |Snec\alews\ons Sections | ltems |FYSchedu\e| Anachments|
Find Section Number:
e Click Generate Section and Line | "

Numbers.

The section numbers are set by Trnseport
and show in blue, indicating that they
cannot be changed. The section
descriptions are available to be changed if
desired. The description will default to
the description of the lowest category

number in the section (Asphalt Repair - ot o ior o0
Manual —0411 or Guardrail Repair (LF) — =
0526), and in some cases, will need to be
changed to reflect the total project.
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The Proposal Items Tab

The estimated prices may be changed i Trv g S
Flle Edt Wiew LUtltes Window Help
through the Proposal Worksheet. All ixBos ®H |8 vk &
mOdIerd prlces WI” be Sent baCk to the Gnel |5Enmn | sites | Frojects | special Frovisions |  Sections ltems |FYS£hEdu\E|Aﬂathmenl5|

original project Item price(s), in order to

] ) (
1 1.000)

malntaln ConSIStenCy Of InfOI’mal'IOI‘l 001 [oo1s (0102 1 MAINTENANCE OF TRAFFIC Ls DA 1,000 __5,000.15¢
e - 0001 0020 (01320 4 EXCAVATION SUBSOIL o 3500000 0551
Wlthln a” parts Of the proposal . 0001 (0025 (0120 6 EXCAVATION CHANNEL cv 2500.000) 0.951
ool 0030|0120 6 EMEANKMENT cY 560.000) 7150
0001 (0035 (012072 FILL GRAVEL cY 1500.000 1,081
H H H 0001 (0040 (012170 FLOWABLE FILL cy 2000000 200
No other information may be changed in or e oe70 5 oo o T =
R . 0001 0050|0570 4 MULCH MATL ™ 53.800 50,061
0001 0055|0570 9 WATER FOR GRASS WG 350.000) XE
thls WorkSheet If quantltles are to be 0001 (0060|0475 1 S0DDING sv 15852.000) 2051
. 0001 00BS  |0s77 70 SHOULDER REWORK sv 50600000} 075
Changed they must be ChanQEd in the 0001|0070 104 42 MOWING (ELOPE) ac T0.000) F3.07;
! ool 0075 |E&TO0 B FERTILIZER (SLOW RELEASE) ™ 48.000 225,001

proper project.

The FY Schedule Tab
The FY Schedule Tab is not in use.

The Attachments Tab Generate Section and Line Numbers
The Attachments Tab is not in use.

Changing Proposals

To change information about an existing proposal,

e Rclick the proposal in the Proposals List e
window L, e e
. 1P1EET4D GUARDRAIL REFAIRS MFC
e Click Tabbed Folder Change from the | om0orsze st iafing rears i Hilsborougn Courty Mo
right mouse button menu. DR e e
594 E Templ Shoulder RepaliDich & Pipe Cleaning ™ TEMPLATE ™ MC
Trnseport displays the Proposal tabbed folder Lo e s
window with all current information. g eyt o

A2
Al

d Sidawalk Replacament ¢ FYCCH

e Add or change information in any field 1234 o
A3158 E11] (=]
except Contract ID. ae1a7 GREEMENT MMOA
AGT0E iy “aﬂerﬂ.:'eern?ﬂ MMOA
When changes are complete, Mayy  Tembedrokle e [ LR B Faury NN
ST Proposal LW OF AGREEMENT WITH THE CITY OFCHIPL - MM

e Click ok to save them, or CANCEL to
return to the Proposal List window without saving.
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Deleting Proposals
You can delete a proposal and its associated references, which include the following information:
¢ Related addendum information.
e List of projects associated with the proposal.
e Any association between the proposal and a bid letting.
e Project estimate information for all projects belonging to the proposal.

Do not delete proposals that still have data in Trnseport LAS (for example, bid tab or
planholder data); otherwise, the Trnseport LAS data for those proposals will not be accessible.

To delete a proposal record:

Fle Edit View Utlites Window Help

ixzBasE B Vi |t 20 49 B6 |

firs; Proposals

e Rclick the proposal(s) or

proposals in the Proposals List Doscrpon e

- E-BATO COUNTYWIDE GUARDRAIL 02/03 MC

WI ndoW. E-BAT1 DISTRICTWIDE LANDSCAPE INSTALLATION AND MAINTEF CD

E-BATZ SIGNS COUNTYWIDE 02403 cD

E-BAT3 MORTH MIAMI-DADE SIDEWALK 02003 cD

- E-BATY DECLARATION OF EMERGEMNCY FOR FLAGLER BRIDGEC CD

R I k D I E-BAZZ-RO MIAMI-DADE COUNTYWIDE mMc

. C IC e ete . E-BAT1-RO DISTRICTWIDE LANDSCAPE INSTALLATION ARD MAINTEF  MC
E-BA34-RO MNORTH MIAMI-DADE SIDEWALK MAINT 02/03 MC

T . D . E-T967 SR 597 (DALE MABRY) (40377915201) cD
[ ) d pl 1 d Edntest SHLDR REPAIR FFERT/ #*&* TEWMPLATE # WC

ms port IS ays a e ete Wln OW‘ 2 SHLDR REPAIRIFERT! =™ TRAINING ™™ i

E1B73 SR 739 (HANSOMN 5T)

If you choose Delete, you will delete | e CoLLeR counTy

E1B83 HIGHLANDS COUNTY

the association of a single proposal o e g
with the projects associated with the aped NAVRTEE ConTY

proposal. You will also delete the I

proposal header records, sections, e

acdend, proposal sites, and long. |1 &
description. Click cANCEL to returnto || £ et oy

the Proposals List window without deleting.
e Click ok to continue the delete process. Trnseport displays a Delete Warning window.
e Click vyEs in each of the windows to complete the delete process.

The authority to delete proposals is controlled by security access. If you are not able to delete a
proposal, see your District Application Manager.

Preparing to Advertise

When the proposal is complete and ready to transfer to the district Contracts Administration
Office, open the proposal header and change the Access Control Group from MD## to ML##.
At the same time open the project headers of all associated projects and change their Control
Groups to ML##. The district Contracts Administration Office will then initialize the proposal
in LAS and prepare the advertisement documents.
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Working with Addenda

After a contract (proposal) is advertised, all future changes to the proposal must be by

Addendum. In an Addendum, you may add new items, change existing items, or delete items.
The items may be in the same or different categories. To add an addendum to a proposal, you:

e Create an addendum header

e Specify the project and category for each proposal addendum Item.

The proposal will have to be re-initialized in order to transfer addendum information from

Trnseport PES.

Creating the Header Record
To create the addendum header:

e Click the affected proposal in the
Proposals List window

e Rclick Addendum List.

e Rclick Add.

e Trns-port PES

Ele Edit Wiew Utlities window Help

ixkas | B | T8 |t 204l E |

fre Proposals

RT/ ™ TRAINING =™

E1B73 é:jnge T

Eigs2 Eeletem

E1B&3 e —

E1Ba4 Tabbed Folder Add T

E1B85 Tabbed Ealder Change

E1B26 Tabbed Folder Yiew

E1B27 e 1

E1Bss Proposal .

E1psg Proposal Praject List

1890 ficposalbesapton ECHOBEE COUNTIES
E1Em Addendum List

C1p92 Proposal [tems

g | e

EfE94 Section List v

E1B9% = ARY MOWING

E1B95 Lethugropasals le drain and cross drain
E1B97 Run Process,.. FMNATEE COUNTY TOLL
E1B99

E-BABS-RO MONROE COUNTYWIDE

E-BATO COUNTYWIDE GUARDRAIL 02/03

E-BAT1 DISTRICTWIDE LANDSCARE INSTALLATION AND MAINTE!
E-BATZ SIGNS COUNTYWIDE 02/03

E-BAT3 MORTH MIAMI-DADE SIDEWALK 02003

E-BATG DECLARATION OF EMERGENCY FOR FLAGLER BRIDGE
E-BABS-RO MIAMI-DADE COUNTYWIDE

E-BA91-RO DISTRICTWIDE LAMDSCAPE INSTALLATION AND MAINTE!
E-BAQ4-RO MORTH MIAMI-DADE SIDEVWALK MAINT 02/03

E-7967 SR 597 (DALE MABRY) (40377915201}

Efltest SHLDR REFAIR /FERT/ == TEMPLATE

e Trns: port PES

File Edit Wiew Utlities Window Help

ixBas | & v | e

ndd

firs; Addendums Proposal EQOtest?

Run Process...
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The Addendum Header Detail window
opens.

e Enter information in the
following fields:

Proposal Addendum No.
Date of Addendum

Description

When the addendum detail is complete,

e Click ok to save the record, ADD
MORE if to add another addendum
header, or CANCEL to return to the
Addenda list window without
adding an addendum.

Addendum Item Information

For the first change to a proposal, there
will be no Addendum Item information.
To create the first one:

e Rclick the addendum header

e Click Addendum Items.

frs; Trns-port PES

Fle Edt Wew Utities Window Help

|[i=Bas | B | &
i Add Addendum  Proposal EOOtest2

Page 1 |

Proposal Addendum Mo.: J0000M
Date of Addendum: | 05/29/03
Description: Add Slope Mowing
Genaric Coda [

OK | Addﬂulel LCancel |

= Trns: port PES

File Edit View Utilties Window Help

im=Baz | ® | v | & 23|

add
Change
Delete...

Run Process. ..

e Place the cursor in the white space and

e Rclick Add.
From the next window select:
e New Item
e Modify Item,
or

e Remove Item

i Trns:port PES

File Edt Yiew Utiities Window Help
ixBaz | B | 71 | &2]2]
fri; Addendum Items Proposal EOOtest?  Addendum 000001

add M Hewitem
T Hodiyltem
Remave [tem

Run Process...

Choose the appropriate action and proceed as indicated below.
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prs Trns:port PES

File Edt Wiew Utlities ‘Window Help
Adding New items [EFo T N
The Add Addendum Item Detail window will | #o=1]
Project Mo.: [EREEEAFET

appear CateguwNu.. i
—

Project term Line No.:

Type of Action: & (A C,D)

On this screen, in sequence: B —
Estimated Quamw:w
. . . Estimated Price: 0.00000 Supp. Desc. Required: [
e Click the Project No., from the list Suplerent Deser:
bOX Item Alternate Code:

Specification Year: 00
Man-Bid tem: []
Pre-Established Price: []

* CIICk the Category Number from the ProposalLineNumber:l—
Iist bOX. Generic Cude1.|—

e Enter a Project Item Line No. that
does not already exist on the
project. Recall that Project Item Line
Numbers are initially generated in
steps of five.

DK | Addﬁurel Cancel |

fr= Processes

Generate Preliminary Detail Estimate
Generate Propasal Mumber Change Report

Generate Propasal Schedule
iGenarate Section and Line Mumbers (nouind J

e Examine the project worksheet, the Preliminary
Detailed Estimate or Generate a Section and
Line Numbers (inquiry) report and assign
appropriate line numbers.

Generate Section and Line Mumbers {Update)
List Contract Proposals

List Proposal Addendums

List Proposal Provisions

e Enter an Item Number or select from the list ] C" =
. i Ance| He
box, which takes you to the Master Pay Item ’

file.

Fle Edit Yiew Utiities Window Help

e Enter the Quantity for the added [ieBas |- ¢

Item Page 1 |
. . PrujectNu.W
e Assign a Proposal Line Number pmjen.ﬁffi’;’_ﬁﬁ-|—m =l
that does not already exist on e
the proposal Reca” that Proposal ESI!‘E?{?:::@UU::‘C‘Z: EEEEUU Supp. Desc, Required: []
Line Numbers are initially SepRemenEIRes
- - Iltem Alternate Code: Combine with Like tems: [
generated |n Steps Of flve, Specwﬁcat\un‘(ear.lﬂﬂ— Mon-Participating Fund Code 0 ﬂ
. Revised Price: Mon-Bid ltern
Examine a copy of the Proposal L — s
Schedule and determine where the Generic Coge 1:[—
Item should be displayed, and
assign appropriate line numbers.
e Click ok if there is only one Item
to add or ADD MORE if other items
are to be added.
oK | Add More | LCancel |
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Modify Existing Items.

If the addendum is to modify one or more Items,

e Click Add>Modify Item.

This window will open. Proceed
sequentially to:

frs Trns:port PES

Fle Edit Wiew Utlities Window Help

leBas | B | €

e Click the Project Number from the ] —
roject Mo.: |ENTEERRREINN
IISt bOX' Project \E;:]ea?w’z:s:lk
Type of Action: D A C D)
e Click the Category Number from the .
list box. O e S s fese Reare
- - - em ernate Code: ombine wi ke tems @
e Click the PrOJeCt Line Number from ' Sp:cnmcatitonovedar: i Noniani:ipalm;h;u:dI;:ode .
. Revised Frice: Mon-Bid Item:
the List Box (the Pay Item and T e
Proposal Line Numbers are now Gener: Gose 1
identified).
e Enter the corrected Quantity.
e Click ok or ADD MORE if other Item
quantities are to change.
0K Add More LCancel

Deleting items
If an Item is to be deleted,

e Click Add > Remove Item.

This screen will open. Then, in sequence select:

e Project Number
e Category Number
e Project Item Line Number

Addendum items WILL NOT show
in the Items Tab in the Proposal
Folder. The Addendum items WILL
show on the Proposal Schedule
Report

Correcting Addendum Item
Information

If the addendum has been completed
and there are errors, it may be re-

firs; Trns-port PES

Flle Edt Wew Ukites Window Help

ixeas | & v | t|loo AR EBE |

E-BABS-RO MONROE COUNTYWIDE MG
E-BATD COUNTYWIDE GUARDRAIL 02i03 MC
E-BAT1 DISTRICTWIDE LANDSCAPE INSTALLATION AMD MAINTEN CD
E-BAT2 SIGNS COUNTYWIDE 02103 cD
E-BAT3 MNORTH MIAMI-DADE SIDEWALK 02103 cD
E-BATS DECLARATION OF EMERGENCY FOR FLAGLER BRIDGE ¢ CD
E-BABS-RO MIAMI-DADE COUNTYWIDE M
E-BA31-R0 DISTRICTWIDE LANDSCAFE INSTALLATION AMD MAINTED - MC
E-6AB4-RD MNORTH MIAMI-DADE SIDEVWALK MAINT 02/03 MC

E-7967 SR 597 (DALE MABRY] (40377916201 D

E00test SHUDR REPAR § MG
E0Dtest? SHLDR REPAIRII %::me MG
E1R73 SR 733 (HANSON ST el
1862 COLLER coun 2 e
1883 HIGHLANDS COU Tabbed Falder Add o
1RG4 CHARLOTTE GO Tabbed Folder Changs e
E1HAS LEE COUNTY | Tabhed Folder view cD
E1BE8E Highlands Count — cD
E1B87 CHARLOTTE o Fropessl Mc
E1HE8 MANATEE COUN  Fropesal Project List e
E1B29 POLK COUNTY Proposal Description Me
1890 HIGHLANDS & 0 MC
E1Ba1 SR 70 Proposal Items D
E1B932 DESOTO COUNT Special Proyisions List mMe
E1893 HARDEE coupy 2t LecafiansList o
E1804 CHARLOTTE Co  cctonLit Mo
1R85 LEE COUNTY P LeHina Prepesss e
E1B36 Misc. Concrete £ Run Process.., MC
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opened. To do this,

e Click the proposal involved from
the Proposal List window.

File Edt View Utiities Window Help

e Rclick Addendum list. Tochange |LEBos & _v& & 2%

the header information,

add
Changs

e Rclick Change and make the
necessary corrections.

e If you need to add change or delete
Items, Click Addendum Items.

Trnseport now displays the Addendum
o
Items List window.

File Edic Yiew Utiities Window Help

[i1=Baz | ® | T8 | | 2]
PY Cllck the Item Of intel’est. s; Addendum Htems Proposal EOOtest Addendum 000001

e Rclick Change.

The Addendum Item Detail Window will

File Edit Wiew Utiities ‘Window Help

open. Several fields are now in blue. li1xeas | ¥ | t|
These cannot be changed.
Page 1 |
e Change other information as FrojectNo. 41053717201w
Category No.: 0433
necessary Project Iterm Line No.: 0003

Type of Action: A (A, C D)
Itern Mumber. Iﬁmimlli ﬂ TREE RELOCATION (TREE SPADE)

H Estimated Quantity; [1.000 EA
b CIICk OK to Save the Changes' Estimated Price: [150000.00000 Supp. Desc. Reguired: []
Supplarnental Descr
Or ltern Alternate Code Combine with Like ltems: [
Specification Year., 00 hon-Paricipating Fund Code: ﬂ
H Revised Price: Mon-Bid term: []
e Click cANCEL to return to the e otPrveE pr-SstablsePrve (]

Est Price Lock [] Proposal Line Mumber: {0003

Addendum Items List window e

without saving.

If you need to add or delete additional
items of the addendum, choose those
options from the right mouse button

window.
OK LCancel
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Deleting an Addendum

If an addendum has been entered in error,
it may be deleted.

e Rclick the addendum in the
Addendum List window.

e Click Delete.

Trnseport displays Delete Warning
windows.

e Click YEs in each window to
complete the delete process.

Maintaining Addendum Item Information

e Trns-port PES

Fle Edt Wew Ubiities indow Help

lizBas | B | v & 23

fir= Addendums Proposal EOOtest

Addendum Items

Run Process. .

Trnseport treats each addendum Item record as a transaction to apply to the original project.

Because Trnseport includes addendum items in Trnseport LAS reports, you must specify the
project, category, Item number, and Item alternate code (if any) for each proposal addendum
Item. You must also specify the proposal section number and proposal line Item number.

To maintain addendum Item information, select the addendum for which you want to maintain
Item information and select Addendum Items from the right mouse button menu. Trnseport

displays the Addendum Items List window.

Listing Proposal Addenda

To produce a printed copy listing proposal addendum information,

e Click the proposal or proposals to list addenda from the Proposals List window. (Select
more than one proposal by holding down the cTRL key while selecting proposals.)

e Click File > Run Process from the Menu Bar. This will display the Processes window.

e Click List Proposal Addendum from the report list.

e Click ok to run the process.

e Click suBmIT to run the process, PARAMETERS to change process submission parameters,

Or

e Click CANCEL to return to the Proposals List window without running a process. See
Running Processes and printing Reports for more information.
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Rejecting Bids

When the occasion arises that bids are to be rejected and a contract is to be re-advertised the
process will begin in the District Contracts Administration Office. Certain fields in the Letting
process will be set to blank or set to indicate that the bids are being rejected and the contract re-
advertised.

The Old Proposal Header

Change the Access Control Groups of the proposal and all associated projects from
ML## to MD## so that the person in the district maintenance office who created the
proposal header will be able to continue the process of preparing the projects and creating
a new proposal header for the re-advertisement.

From the Proposals List window, Rclick the proposal to be modified.

Click Tabbed Folder Change.

Click the Projects tab

Click the single or double down arrow to remove the project(s) from the proposal.

After removing the project(s), close the proposal and save the file. This process makes
the project(s) available to be attached to a new Proposal Header.

Change the Access Control Groups of the proposal from MD## to ML##, as appropriate.
The old proposal header will then be available in the appropriate contracts administration
office for history purposes.

When the Save confirmation message opens, click YEs.

The Projects

Make changes to the projects(s) that may be necessary. In particular, if there were any addenda
to the original proposal, enter all such data into the projects before re-advertising the proposal.

The New Proposal Header

From the Proposals List window, with your cursor on any proposal, select Tabbed
Folder Add from the right mouse button menu.

In many cases, using the Copy Special feature for projects, categories, and proposal can
save steps. In this case, however, it is important to NOT use the Copy Special feature.
If the original proposal had addenda attached to it, the number of the last addendum
issued, would be recreated on page 2 of the new Proposal General Tab.

When the new Proposal General Tab window appears:
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o

Go to the Cntl PCN: field, and from the list box select the lead project.
From the file menu, choose Edit, Import Controlling PCN data.

Enter the new Proposal Identifier (“E” Number).

Click the page 2 radio button,

Enter the old Proposal Number into the Prev. Let As ContID field. It is at the top
of the right column.

Select any additional project or projects to be connected to the new Proposal Header.
Click the single up arrow.

Click the Items tab. A warning window will open indicating that changes have been
made to the proposal Click oK.

Click the Generate Section and Line Numbers button at the bottom of the window.
Change the Section Description as appropriate.

The reconstructed proposal Item information will appear in the Items tab.

e Save and close the tabbed folder by clicking on the "X" for the tabbed folder window.

Running Processes and Printing Reports

Project level reports

One of the most useful reports is the Preliminary Detail Estimate. It may be run at both project
and proposal levels. Its value is that it contains all of the structural detail of the project or
proposal with line numbers, sections, categories, items, and quantities. Trnseport also
summarizes the estimate with subtotals

in several formats. Fie Edt View Utities Window Help

m Tins-port PES

1eBal= B v 2 2|=mmes

To run project level reports, begin at the
Project List window. [Project Number " FederalState ProjectNumber  Descrigtion |
11111 11111 Karen's project- pave roa
. . . . IRRRRRERELE! 1912007P BRIDGE#780073 R
° H|gh||ght the pl’OJect(S) for which 19016913201 19016913201 STATEWIDE BRIDGE
. 19074815201 w 18074815201 NORTHERN TURNPIKE
you want to generate reports In 19363715201 19363715201 STATEWIDE
i K i 18792515201 19792515201 SR72 FROM BIG
the PrOJeCtS List window. 21019815201 210 201 AL ano o cH BRIDGE B
21475617212 21475617212 Add e - 1205
) 21476617215 21475617215 Change erations Wark O
e Rclick Run Process. 21788015201 * Delete.. NORTH BAY)
21860815201 21860815201 T abbed Falder Add s ooy Bavol
- - - - HMBEOMIAZ0MK T abbed Folder Ch 115 a0)
This will dISplay a list of processes that 21860815201 we 21860815201 T:bb:d,?zld:;me?ge LIS 90)  BAYOL
. . 21862515201 21862515201 S 98)
are available at the project level. 21867415201 21867415201 Project 5 29)
21B76515201 1991 043P g;t:iawt‘sr: s 31
. . . 21980915201 21980915201 iorkshest OODYILLE HW
Here is a sample list. Your security 3307921201 5001 R Beefibasalies
. . 22087515202 22087515202 County Information List MAIDE  PUSH
authority may not permit you to run all 22087615201 P Ry p——— -
. . 22087615204 22087615204 = TWIDE
of the processes available in the system. Y2037815208 2087626208 L B CTION 1. SR,
FI0RAARTAN 2A8RATAT0 DAt THERMOPL ASTICS
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Click Generate Preliminary Detail Estimate.

e Click ok.

Trnseport displays the Detail Cost Estimate Parameters

window.

You will see the parameter selection window,
which has three pages. Page 1 shows a default
selection to renumber the Item line numbers

e If you do not want to renumber them, turn
off the "x".

e Click the Page 2 button.

Enter the level of summarization on Page 2. This
option determines whether you run the Detail
Estimate for a project, or proposal. The
Department is not using prime projects.

e Click Project level of summarization,

e Click the Page 3 button.

The Parameters window allows you to select the
reports you want to produce.

e Check the boxes of the reports you want to
generate.

e Click suBmIT to run the process,
PARAMETERS t0 change process
submission parameters, or CANCEL t0o
return to the Projects List window without

Processes

Generate Bid-Based Frices
‘Generate Praliminary Detail Ectimate
List Project Estimates

List Projects

Load Contract Price Estimates
Renumber Praject Estimate lterms

OK | Cancel | Help |

Detail Cost E stimate Parameters [ %]

Page 1 | Page 2 | Page 3 |

Renumber Estimates: [

Submit IEalameletsl Cancel |

Detail Cost Estimate Parameters [ %]

Page1 Page2 |Page 3 |

C

Lewvel of Summarization: (@
C PROPOSAL

Submit IEalameletsl Cancel |

Detail Cost E stimate Parameters [ %]

Page 1| Page2 Page3 |

Select Reports:
Detail Estimate Cover Page: [
Cost Summary: [%
Cost Estimate: [
Funding Summary: %
Funding Summary by Unit: )X
Funding Summary by Fund: [}

Select Data Sources: Default Database is PES
Letting and Award Systerm (LAS): [

Construction Administration System (CAS): [

Submit I Parameters Cancel
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running a process.

Proposal Level reports

To generate proposal schedules,

File Edit “iew Utltes ‘window Help

R E LS

e Click the proposal in the vl ] elel Aoz w6 @

o
Proposals List window. omoctD  Descrpton T
11111111111 Test proposal for LS, Tereral aid #, altemates cC
: 180749-1-52-01 Guardrail Uparade & Resutfacing cc
e Rclick Run Process. larazsisat bmoed
LIS 1 Mew Road Construction
H H H Duval County Prifm s MC
This will show you the list of processes LS REsURrhe A e
- 21876515201 SR 377 (US318) Dz MC
that are avallable a.t the prOposal |eV€|. 21980915201 SR 263 WOODVILL Delete... L
23087615204 DISTRICT WIDE T sbbed Folder Add
23087625208 SR.10(NINE MILE | 7 aphed Folder Change DC
23088525201 THERMOPLASTIC | Tabbed Folder View cc
23458417201 RPM'S MC
234584PROP PAM'S FROPOSAL | Propesal
233335-1-52-01 Eastoound acceler  Fropasal Project List ce
251939-1-52-01 SR-836 at 9R-521 | Proposal Description &
a9 SR, 10(NINE MILE | Addendum List
99906-3016 Thermoplastic & R Proposalltems sa Countie  MC
ATEST TESTPROPOSAL]  Shecial Prayisions List - g Epy MC
BB117 MO - City of atianti  Site Loeations List MDA
BB117Y2 MOA - City of Atlant] 2eckion List MDA
BE117Y3 MOA - City of Alanti  Letting Prapasals MMOA
BTEST TEST PROPOSAL | BLEM MC
E2982Y1 Intermediate Mach 1styear _ MC

Here is a sample list of processes that are available. Your
security authority may not permit you to run all of the
processes available in the system.

Processes

Generate Bid-Based Prices
Generate Preliminary Detail Estimate
‘Generate Proposal Schadule
Generate Section and Line No's

List Cantract Proposals

List Proposal Addendums

List Proposal Provisions

Load Contract Price Estimates

OK I Cancel |

e Click Generate Proposal Schedule from the
Processes window

e Click ok. how |

Here are the report options. Because of the security of estimates, estimators will need to run this
process, including the Engineer’s estimate,

. .
if desired. page |

Froposal Cover Sheet: [
Proposal Schedule of Prices: X
Proposal Estimate: [

Special Provisions Listing: [
Special Provisions Text: [~
DBE Interast Repart; B
Generate Pass Fileto EBS: [

EBS Pass File Name: |USERID.T>(T
Submit | Parameters | Cancel |

e Click the options you want.
e Click sumIT

Two information windows will appear to
confirm that the process has been submitted
and when it has completed running.

e Acknowledge both when they appear.
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Process Status
To see the results of this process B £ Vow Lies vk Heb !
Process, oot | yli] ] ala] ] e 6l
Open Prime Project List
Open Praject List

Closs proposal for LS, fereral aid #, alternates co
- - Relerence Tables p [rdrail Upgrade & Resurfacing cc
e From the Menu Bar, Click File > |- === "l
Fiun Proces:. MNews Road Construction CC
Eirc atus al County Primary C
Process Status. e At e

Jmport y P77 (US 319 MG
BT 63 WOODVILLE HyY L
-~ [IRICTWIDE
Eit 10(MINE MILE RD:) De
22088525201 THERMOPLASTIC cc
22458417201 RPM'S MC

20ARSADDOD _ Danc DDODOCAL

This screen lists all of the processes you have recently run.

* Click the report you just ran (check

the date and tl me CO I u m ns) , Eile Edit iew Utlities “Window Help

ilsealsl ® wiel o 8

e DbIClick the blue band.
Find ProcessName:[
PESMPRPA Carmpleted Successiully 09899 0510 pm (0510 pm 05:11
PHAREMA Completed Successiully 0971659 10:34am  |[10:34 am 10:3
PHAREMNB Completed Successiully 0971659 1012am |[10:12 am 10:1]
LASINITC Completed Successiully 09713189 0218 pm |02:16 pm 02:11
LASINITD Completed Successiully 09713189 02:28 pm  |02:28 pm 02:24
LASINITE Completed Successiully 0971389 11:20am  |[11:20 am 11:21
LASGETAA Completed Successfully 0871399 10:52 am [10:52 am 10:57

This displays the reports available from this process.

e DbIClick the report outputl.txt

File Edit “iew Utlites ‘window Help

and review the report on screen. 1sBos vl 2 < 25

934 0918599 18:38:46

Electronic Proposals and Addenda

All central Office and many District Office let contracts will be produced and distributed on
electronic media. When the proposal processing has reached the stage of transferring control of
the proposal to the Contracts Administration Office, the electronic proposal may be prepared.
All of the processes of creating electronic proposals and addenda are performed in the Contracts
Administration offices (Central Office and District Offices). The Proposal will have been
attached to a Letting Header and the proposal initialized into LAS.
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Creating the Proposal

Begin in the Proposals List window as
seen here.

Click the Proposals(s) to be
prepared.

Rclick Run Process.

frs Trns-pert PES
File Edit Wiew Utiities Window Help

lixmas | B | T | + 20 4A92EBET

firs; Proposals

E1F00-RO
E1F01-RO
E1F02-R0
E1F03-R0
E1F04

E1F07-RO
E1F08-RO
E1F10
E1F11
E1F12
E1F13
E1F14
E1F15
E1F16-RO
E1F17-RO
E1F18-RO
E1F19
E1F20
E1F22-R0
E1F23-R0
E1E24.R0

SINKHOLEMOID MC
THERMO-SYMBOLS & M

Add
Change
Delete...

ASPHALT REFAIR Tabbed Folder Add

FRESSURE GROUTING(H) Tabbed Folder Change
SR 542 (DUNDEE ROAD) Tabbed Folder View
SINKHOLEAQID e R
US 17NBOLYMPIA AVE) Proposal

SR B0 Proposal Prajact List

US 92 (5R 600y Proposal Description
SCOUR COUNTERMEASURE Addendum List

POND MOWING & LITER Propesal Items
MECHANICAL SWEEFING Special Provisions List
SINKHOLEMNDID Site Locations List

g 27 Section List

US 98 (LAKE PARKER) w

POWER SHEARING
MECHANICAL SWEEPING
LUGHBAY LIGHTING

Click Generate Proposal Schedule.

The Proposal Price Schedule Options window
will open. It is the same window used to
create a paper proposal schedule.

Wait until the Status Monitor reports that the process has x|

Check the box labeled Generate Pass
File to EBS.

In the EBS Pass File Name field
leave the entry Userld.txt.

Click Submit.

px; PrOCEsses [ x| I

Generate Preliminary Detail Estimate |
Generate Proposal Mumber Change Report
‘Generate Proposal Schedule

Generate Section and Line Mumbers {nguind
Generate Section and Line Humbers (Update)

List Contract Propozals

List Proposal Addendums

List Proposal Pravisions ;I

OK I Cancell Help |

fr= Proposal Price Schedule Options il

Page 1 |

Proposal Cover Sheet [
Proposal Schedule of llems: [
Praposal Estimate: [~

Special Provisions Listing: [~
Special Provisions Text [
Guantity Sheet Summary: [~
DBE Interest Repart [~
Generate Pass File to EBS: [#

EBS Pass File Mame: Juserid.td

Submit IEalamelelsl Cancel |

completed. An electronic proposal flat file is now
located on a Trnseport server.

Click ok to close the window.

-
‘-l,(] Profile PESGPPSA for process PESGPPS has completed
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Download Files

Download the file(s) from the Trnseport system
and move them to a new location.

From the Menu Bar,

e Click Utilities > Download File >
Process 1/0 File.

e DbIClick the directory gebsfnamdir.

In the File Name window,

e DblClick your userid.txt.

The Save 1/0 File window will open for you to
choose file location and name. Click the

Navigate Up icon until you reach this screen:

For Central Office processing,

e Choose the folder labeled

CO_Expedite_Sys on "Dotvcofp001’ (R:).

e Click Open.

For District processing, the file structure is built

pre: Trns: port PES

File Edit Wew | Utlites Window Help

Options...
Change Password. ..

L

[t 20 A=ZEBE"

iGenerate Support Request. ..

Define Custom Processes

TiD48 ce
T2049 RTF Template oo
T2051 IFi2 ; Process Configuration File oo
T2062 Copy Bid History File Pr le oo
T2054 System Management 3 | cC
TI055 R T co
T2056 SROA cC

s Select 140 File

Help |

" Exclusive

File Name: Directories:
£ qbidhistdir |
£ qbidtabdir
£ gedsstoxdir
e
1 qexportdir
£ qfundseqdir

e Select 1/O File

File Name: Directories:

Ikn!]ﬂwc.bd |gebsfnamdir

knB846jb.txt
kn846nj.bxt
kn971rh.txt

£ qbidhistdir
1 qbidtabdir
1 qedssirxdir

Cancel

Help |

pc232pe.txt
pc232sl.bat

#= gebsfnamdir

£ qexportdir
£ qfundseqdir

;l j [~ Exclusive
Save 1O File As il il
Savejn:l J by Computer j & @5 -

131 Floppy (40)
e Local Disk {C:)
4.CD Drive (D)

= Prod on ‘Dot

<]

2.4 on 'Client’ (v

_:’“ﬁProd on 'dotvcofp001happdatal Colkna? 1w’ (O
(5% Expedite_Prod on 'DobvcafpO01iApps' (000
veofpO01' (Ry)

2]

File name: |kn9?1 we

Open I

Save as type: |4l Files %)

LI Cancel |

in a similar manner, but the CO is be replaced by your district number.

Caution: These next steps will copy the newest
version of userid.txt and overwrite
previous versions. Be sure that
previous downloads of userid.txt have
been processed by the Expedite Gen
module, and the EBS files placed in
their proper folders.

This screen will now open to accept the new file.

Save 10 File As

21X

Savein I_ﬁ CO_Expedite_Prod on 'Dotvcofpﬂm'j [ ﬁ( Ef~

) Eid Items

) Bidx Upload

CIEBLIE

) Kevbackupberc_bondcheck
) lettings

03May001.EBS

14Dec001.001
14Dec001.002
14Dec001 EBS
14Dec00z.001
14Dec00z EBS
=) 2zFebon1 85

22FehD02.EBS
22FehD03.EB5
22Feh004.EBS
22Feh005.EBS
22Feh006.EBS
251an001 EEBS

2

File name:

|kn371we

Save az type: |AII Files [*.7)

=l " Cancel |

L
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e Click Save.
Next, you will receive this warning/confirmation message

e Click Yes to overwrite the file.

The electronic proposal(s) is now complete and available for the Contracts Administration Office
in either the Central Office or a District Office to prepare discs for delivery to prospective
bidders using the Expedite program and its modules. The Gen module of Expedite will convert
the userid.txt file into another format useable by bidders.

Electronic Addenda

Once the job has been advertised and proposals distributed to prospective bidders, all changes to
the proposal will be made by addendum.

When the addundum has been processed, run the Generate Propsal Schedule again.

e Check Proposal Cover Sheet to see a

: xl
paper version. Page 1 |
Proposal Cover Sheet: [
e Check Proposal Schedule of Items to Fossa el oo
e g Proposal Estimate:
See a. papel’ Ilstlng. Special Pravisions Listing: [~

Special Provisions Text: [~
Quantity Sheet Summarny: [

e Check the box labeled Generate Pass BB i
. Generate Pass File to EBS: @
File to EBS. EBS Pass File Hame: [oserid td
[ ] Click Submit_ Submit I Ealamelelxl Cancel |

The remainder of the steps are the same as the creation of the original file above. After the Gen
module in “Expedite” transforms the file for bidder use, an additional file for each addendum
will be included.
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Appendix A Control Group

The assignment of Access Control Groups is one of the principal tools available to the
Department to control access to project data. Through the plan outlined here, a hierarchy can be
established where data may be compartmentalized to restrict access to a set of people who need

visibility of a particular project and to deny visibility to those who don’t.

The use of Control Groups satisfies two concerns. The first is to reduce the volume of
information that will appear on Project List screens, and second to secure information during the
bidding and award process. The use of Control Groups allows the visibility of projects to be
moved from one person to another. An example would be a project in District 2 that might have
a Control Group of MD0296. With this Control Group assigned to the project, the District
Estimator(s), having a personal Access Control Group of MD02*, would always have visibility
of the project. Similarly, any person having an Access Control Group that is less restrictive
would also be able to see the project on his or her project list screen. For example, a user with an
Access Control Group of M* would have access to every project in the Maintenance

organization statewide.

The following table illustrates how visibility of projects to a community (Maintenance or
Production) for oversight is granted, and then to a smaller group of project or maintenance staff

for the control and management of project detail.

PES LAS
District Contracts Manager L HH* FLHH#*
District Contracts Assistant A PLHEA* LA
District Contracts Assistant B 2L##B> ?L##B*
District Maintenance Engineer MD##* None
Assistant District Maintenance Engineer A MD##A* None
District Maintenance Contract Estimator MD##* MD##*
Assistant District Maintenance Contract Estimator MD##A* MD##A*
District Work Program Manager 7D#H* None
Central Maintenance Manager M* None
Central Estimator CC* CC*
Central Office Production Manager CcC* None
Central Office Contracts Manager CT* CT*
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Control Group Structure:
Character position 1: M = Maintenance Project
C = Construction Project

Other characters may be assigned if desired to segment project development to other specialty
areas.

Character position 2: D = District Office processing
C = Central Office processing
T = Central Contracts Administration Office

L = District Contracts Administration Office

Character positions 3 & 4:  District Number

Character position 5: The letters T, U, V, W, X, Y, and Z are reserved for Central Office and
statewide use. When a consultant firm is the designer of a project, the last four characters of the
control group will identify the consultant firm. The letters T, U, V, W, X, and Y identify
consultant firms.

A project created in the Central Office could be assigned an office code.

Character positions 6/7/8:  Organizational or subordinate breakout where desired. For
consultant firms, these three characters, in conjunction with a letter
in character position 5, identify the firm.

For those projects let through the DCP system today, Central Office staff would rarely require
access to them for control or change purposes, but may have visibility of them depending on the
Control Group structure finally developed.

The Control Group feature is a very important tool, but it has limitations:

e Itis not a code table and, therefore, will require a thorough understanding of the structure by
Application Managers and Security Coordinators.

e Control Group is not available to Letting Headers.

e When transferring a project or proposal to another user, care must be taken to ensure that all
letters in the new Control Group are capitalized, and that a valid Control Group has been
used. If these precautions are not taken, a project or proposal will be removed from the
project or proposal list screen of the previous user and will be available to no one. Under this
circumstance, a user with high-level authority such as a Security Coordinator or Application
Manager will have to find the errant project or proposal and assign a valid Control Group to
it.
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Control Group Life Cycle

A Control Group assigned to a project/proposal might evolve in the following manner:

Maintenance Contract
Receive Maintenance Project from FM
District reassigns project internally
Create Proposal Header
Pass to Contracts Administration Office
Contracts Administration Office activity
Pass to "estimator"” for Bid Analysis
Return record to Contracts Administration Office

Complete award and execute phases

MD##

MD##A (or other subset)
MD##A

ML##

ML## (or subset if desired)
MD## (or other person)

M L##

ML##
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