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Introduction

Trnseport and the Trnseport Suite of Software

Trnseport is the American Association of State Highway and Transportation Officials
(AASHTO) information system for managing transportation programs. Info Tech, Inc.,
developed Trnseport in 1982 to help state highway agencies and attorneys general with highway
construction bid collusion and anti-trust investigative efforts. Since then, InfoTech has added
significant additional capabilities to provide operational and management information support
for State Departments of Transportation and other construction contract activities. Activities
include management-level decision support; project cost estimate and proposal preparation, bid
letting and award management, and construction contract management. In October 1985,
AASHTO purchased Trnseport for licensing to all member agencies to share in the continued
development and use of Trnseport software. Of the nine Trnseport and Trnseport related software
modules, the Department is using seven. Their relationships are shown in Figure 1 on the next

page.

Trnseport BAMS/DSS (Decision Support System) provides a complete historical database of
construction contract information, a set of analysis models, and the capability for ad hoc query
and analysis. The BAMS/DSS module provides a fully integrated management decision support
system for highway agencies. The Trnseport BAMS/DSS applications include executive
information requests, summary reports for management, bid management and monitoring
analyses, market analyses and cost indices, project planning, project cost estimation, and
legislative presentation.

Trnseport CES (Cost Estimation System) provides Department estimators the means by which
to produce various types of Job estimates such as parametric, cost-based, and bid-based
estimates. Predefined and ad hoc formulas can be incorporated in the estimating process, and
users can assign funding and program information to CES Jobs. The Trnseport CES module
works in combination with the BAMS/DSS module to produce accurate, historically based
estimates. It also works in conjunction with the PES module, sending and receiving project and
proposal data that aids in the production of Job estimates.

Trnseport PES (Proposal and Estimates System) provides Department design, contract
administration, and estimating staff with a computerized tool to help with project definitions,
project cost estimation, contract proposal creation, and bid letting packaging. The detail cost
estimate for the Plans, Specifications, and Estimate package (PS&E) and bidding proposal are
two key outputs of the PES module.

Trnseport LAS (Letting and Award System) provides bid letting personnel with automated tools
to manage the plan and proposal holders lists, bid data entry, bid tabulation, low-bid analysis,
and contract award processing.

Trnseport Expedite (Electronic Bidding System) is designed to work with the PES and LAS
modules to streamline the bidding process. The Department uses information form PES to create
and distribute electronic proposal or amendment files to prospective bidders. Bidders then input
and submit their item bids in a secure, machine-readable format. The Department checks the
electronic bids for validity and data errors and then produces a file suitable for loading into LAS.
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Bid Express is used in conjunction with Trnseport Expedite. Expedite software is used in bid
preparation. Expedite is used to electronically prepare and check bids; then submit them over the
Internet using Expedite to connect to Bid Express. Bid Express is a storage site that holds the
bids until the bid date, when they are transferred to the Department.

Trnseport SiteManager is a comprehensive construction management system that encompasses
the complete construction management process, from contract award through finalization.
SiteManager accommodates all levels of construction personnel supporting activities such as
construction administration, field record keeping, contract record maintenance, contractor
payment processing, materials management, and civil rights monitoring.

Designer Interface Design consultants and others enter category
and Item detail at project level.

v

£ PES )| LAS DSS
A >, | SiteMgr

Project Development / Bid Letting Bidding Patterns
Proposal Creation Bid Analysis Construction Vendor Activity
Award Subcontractors Pricing Behavior

= m— Payments Bid History
Contract History

Electronic

Bid Transfer

r— Expedite
CES
‘ Electronic Bid
Engineer’s Estimate Preparation

Figure 1 \ 4

<
<

Document Availability.
This and other Trnseport documents are available at the following URL:

http://www.dot.state.fl.us/construction/trnsport/Maint%20Sm%620Users/trng manual/
Main%20Menu.pdf

Or you may access them from the Trnseport web site.
e Click User Guides.

. PES, CES, LAS, SiteManager User Guides
e Click TmS'DOFt Document Menu. Trnsport Document Menu (in FoF Farmat, get the newest POF
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Assistance

For assistance with Trnseport modules use the process shown below. If you need functional
assistance contact your supervisors, District Application Coordinators, Central Office
Application Coordinators, or the Trnseport Coordinator. For technical assistance begin with your

district help desk.

End user has a
problem

Is the problem
technical or
functional?

User submits Help
Form to District
Help Desk from

Trnseport Website

Call District Application
Managers (Listed on the

Trnseport website)

Can the
problem be

resolved?

Application Manager should
contact the Central Office
Functional Application
Coordinator or the Trnseport
Suite Coordinator

Can the
problem be

resolved?

(-

4

_

A

Trnseport Problem Resolution

Can the
problem be
resolved?

I

\ 4

A\ 4

A 4

District Help Desk (not
user) should Assign to
CO Help Desk

Can the
problem be
resolved?

Contact BSSO

Application
Support Analyst

A

Can the
problem be
resolved?

Contact InfoTech
submit TMR
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Getting Started

Logon to Citrix Metaframe

Trnseport is supported through the Citrix Secure Gateway. The applications execute on a Citrix

Metaframe server.

Access to the Citrix Metaframe server is via the Internet when away from the Department, or the
Intranet when accessing it from within the Department. Either way, access will then be through
the Citrix Web Interface for MetaFrame Presentation Server.

Prior to attempting a log in, the Application Security Coordinator will have assigned a Userld
and password for access to the proper Citrix Metaframe Group.

From your browser, enter:

https://fdotnfuse.dot.state.fl.us/Citrix/Metaframe/default/default.aspx

The Citrix Login screen will
open.

For quick access to Citrix,
create a shortcut for the
desktop. From the Login
screen,

e Rclick to see the Mouse
Button Menu.

e Click Create Shortcut
as seen below.

Back
Forward

Save Backaround &s, ..
Set as Background
Zopy Backaround

Set as Deskbop Ibem. ..

Select Al
Paste

Create Shorbcut

Add to Favorites, ..
Wiew Source

Encoding 3

Print
Refresh

Properties

2 Motal rame Prosentation Server - Microsaft Internet Fxplarer

Be ERt Wew Favrtes Dok teb ir
Qe - ) 8] B 0 s Srrooee £ ik B @ 3
Ak | 8] hetps: fdotrfuse dot stabe FLuspOtriMetoFrame def sultjdef sk sz - .(‘. L3
rakdobe - Y - = ][ ok Wb [ +] 8% search This s2e o7 - - | P Bockrks .
AN A
Web Interface for Ci'l'ltl X
MetaFrame' Presentation Server ]
i | Welcome
Lagin o)
Please log in
[T——
Ta log in ta Metaframe Presentation Server, enter the credantials required, and then
Paswnnrd:
Comun: syst
Log b
&l oo B N Local vt

Microsoft Internet Explorer x|

This message box
will open.

A shortout ko the current page will be placed on your deskkop,

Cancel |

e Click ok, and this icon will be
on the desktop.
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At the Login screen, Login (7))

e Enter the Userld,

Usermame: Iaprojmgr
. Password, and Password: I...nu
. Domain Domain: |c0|

. Lag I
Remember that passwords expire every 65 days.
The first time you log in, and as Citrix software is upgraded, you will receive a prompt to install

Citrix software. Respond yes and follow the installation prompts.

Logging on to SiteManager

YOUI’ CItI’iX Screen Wl” be 'aMl.-rafrmPrmmalinnSErH:r Micrasofl Internel Explorer "
similar to this one, but Will only [oe - 5« 2 6 s i @ b 5 s "
include the applications you e T T T Semin SERE .
have been authorized to access. Web Interface far CITRIX' ]
. M F “ P tati S 0
TO start SlteManager, etaFrame' Presentation Server
Applications Fe ) ©) Welcome
Y DbICI ick the o B MetaFrame Presentation Server aApplications
i i D Sine i b ke bt Mo
SIteManager ICOn SiteManager| E“a-..'.‘;d-ie r@._iw.lw |§ Eg:l 58, tl’-l:l h pE! launch an application
- . Options "r'. o5 Aiefi
The Slteremager Login & o oy B
WI ndOW WI I I open " w m‘;‘;seertles o The Massaga Cantar n.-:|:|lay< any .nn.f;.'mal.:nal ar aror maseages that may
. . . . D & ocour,
SiteManager is case sensitive. 9 & b
Your Userld and password B F
must be entered in the correct - — %]
] pone B N Lol intranes

case. The system recognizes
the difference between upper and lower case characters.

SiteManager Logon If you do not need to change your password:

- e Click the Logon button.

SiteManager . o
N T Commem st e ga.sa If you are logging in for the first time or your password has been

T e reset, the login screen will look like this. Only the

Password: [ i i -
| buttonwillbeactive:
Connect to: [Server -
Logon |  Change Passwmdl Close | ° Cl |Ck the Change
Ty porl
™ Download RTF Templates P -
assword button. SiteManager
i e Tt SheManpcer o e wadarates o \ Consinicion Management sysiem "3 6
A Assnciation of State High d T tation Olfiiak
Potions Copyiht & 20002006 AAHTD. Pations Coppight & e Enter your Old
1994-2004 Info Tech, Inc, User |1D: |[AERTNE
Password.
[Erter the User Password. Password: I
Connect to: |5 erver -
e Enter your New ! =
y Logon | Change Paxswuldl Close |
Password. (At least four characters but no more then PP —
elg ht.) BASHTO Trhe-part, the AASHTO Trne port logo, Ting-port SiteM anager,
and the Tine-part Sitetdanager logo are reqistered trademarks of the:
American Association of State Highway and Transportation Dificials
H H Portians Copyright © 2000-2004 AASHT D, Partions Copyright
e Enter your New Password in the Confirm Password e e e
field. |Enter the User Lagin Id.
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e Click ok to make the change, or EChang& Password il

e Cancel to exit without saving the new password. 01d Password: |

Mew Password: I

NOTE: If you get an Invalid Password message after two
tries, close SiteManager immediately. After the third
consecutive time of getting an invalid password
message, your Userld will be locked out. If you are
locked out contact your SM Application Manager or
Security Coordinator to have your password reset.

Confirm Password: I

1] 4 I Cancel

|Enter the O1d Usger Password,

When you login you will see this window. It is telling you that
the system is loading tables and security settings to your PC. If Local Database being Updated

during a session, your Application Manager has changed your Please Wait

- - ——
authority, you would need to log off and log back in to effect
these changes.

Next, you will see a screen that is prompting you for a security

Available Groups for kn%71we

group to use for this session. Epid Group Name :
. L. [ TDOAMSE MAINT DO APP MGR SECURITY COORDINZ
Groups are defined by System Administrators and control what @ | [FTC08M _ MANT CO &PPLICATION MANAGER
. A . B MTCOSC  MAINT CO SECURITY COORDINATOR
person is allowed to do in SiteManager. The SiteManager FTDOA _ AT DO APPLICATICH HANAGER
. R . MTDOSC  MAINT DO SECURITY COORDINATOR —
Security Manual lists the Maintenance Groups. HTDOUSERMAINT DO USER

Select the Group for the session.

A user may be a member of one or more groups, depending on
what job functions need to be performed in SiteManager.

e Highlight the desired group.
e Click ok.
SiteManager is organized with a Main Panel and a series of additional panels.

The Main Panel will always be the first FsiteMonager Pancl
panel to appear. The next panel in line C O ManPanel | Comectidvivensionts) |

. . - i W [
will correspond to the first icon presented 5 S @ W
on the active panel. Each icon represents | |smisee Rt panenity gy T
either a grouping of functions (as

indicated by the (+) or a single function.

DbIClick icons to open a panel. When there are tabs showing, you may click in the tab to open
the particular panel. If the icon or tab has a (+) indicator, another panel will open with another
set of icons.

If the icon does not have the (+) indicator, then that particular function will be launched if it is

double clicked. This usually causes a detail window to open or a report to run. To exit a detail
window you may click the x in the upper right hand corner of the window, click the |gg Close
File icon on the tool bar, or click File > Close from the menu bar. If you entered data, you will
be prompted with a message asking if you want to save the changes you made.

If the Main Panel is closed, you may re-open it by clicking File > Main Panel from the menu
bar.
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The Contract Management Life Cycle

The following figure shows the typical life cycle of a Maintenance contract in SiteManager.

Contract is transferred from LAS into
SiteManager in pending status.

l

Contract is activated in
SiteManager.

\ 4
Set up Contractor

Payment Approval
Levels

B
>

\ 4
Invoice is

received
from the
Contractor.

A 4
Daily Work Report (DWR) is entered
to record the item quantities of work
completed and verified against the

invoice.

A 4

A Diary record is created and a DWR
report is run to verify the installed
amounts.
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A

If DWR is correct, then
DWR is approved via
the Diary.

If DWR is incorrect,
make corrections.

A 4

Generate the Estimate. It will
include all approved DWRs for
that time period.

Process
datato
MMS

A

A 4

Enter contract adjustments
for that period.

A 4

Un-approve the
DWR thru the
Diary.

A

If Estimate is correct,
appropriate levels of

approval begin.

If estimate is incorrect,
delete the estimate (thru

® Estimate History

Y
Pay Contractor if
approved.

screen).
A
\ 4
Estimate is Research
approved > problem if
or rejected. Estimate is
rejected.
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Receive final
invoice.

A 4

Enter final DWR and Diary.

\ 4
Approve final DWR
through the Diary.

\4
Generate the Final
Estimate. Enter
adjustments as necessary.

A\ 4
Approve or Reject
Final Estimate.

\ 4
Enter the Physical
Work Complete Date.

\ 4
Enter any additional
dates that are required to
mark the contract
complete

\ 4
Change the
Contract Status to
Complete.
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Contract Administration

Contract Administration has three principal aspects to it. First, is the setting up of new contracts
transferred into SiteManager, second is the work associated with administration of active
contracts, and third is the maintenance of reference tables associated with contract
administration.

Similarly, there are three discreet phases in the life of a contract in SiteManager. These are:

e Transfer from LAS, initial setup of contract authority, and setup of some contract specific
information. This phase is very short and may be accomplished in one day.

e The second phase is the month-to-month work activity where the contractor performs
work, presents invoices, and the district office reviews, approves, and processes the
invoices. This phase will last for the term of the contract, and may be one or more years.

e The final phase is documenting final quantities and contract completion. This phase will
commence when the field work is completed, and may take several weeks or even
months to conclude.

The SiteManager Main Panel

As you work through the stages of a contract life

cycle, access to particular data will have different | [ Wanpanat [ Cotertbimnsiaion |
paths. These paths will always begin at the G & A W
SiteManager Main Panel. binrensrts] Pt Pt Ok ) Hematt]

For the typical District Office user, the
SiteManager application will be configured into four major functional areas, which are
represented by the icons on the main panel:

Contract Administration.

s | From this icon, you have access to the second level panel which includes functions for
Cortract

w=se|  Reference Tables, Contract Records, Contractor management, Reports, and Process Lists.
Daily Work Reports.

From this icon, you have access to the second level panel which includes functions for
wves | Daily Work Reports, Diaries, Histories, Process Lists, and Reference Tables.

Contractor Payments.

From this icon, you have access to the second level panel which includes functions for
=m0, €Stimates, Contract adjustments, Reports, Reference Table, and Process Lists

Change Orders.

From this icon, you have access to the second level panel which includes functions for
owe | Change Order Maintenance, Reports, and Process Lists.

sf+)
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Two other icons will appear on the main panel. They provide access to accessories and manuals.
Manuals are not attached to the SiteManager program.

AcCCessories.

pg | From this icon, you will have access to the second level panel, which will include
===l functions for Mail, Distribution Lists, Saved reports, System Attachments, Process lists,
and Process Status. The SiteManager Mail system is not regular e-mail, but is a means to
communicate certain actions to designated individuals. The System Attachment feature is the
means to access the SM/MMS Interface, and the Copy Contract functions.

Manuals.

The Manuals Panel indicates the User Manual, and Sampling and Testing Procedures are
sl gvailable. They are not installed at this time.

Many of the second level panels will lead to third level panels prior to opening screens into
which data will be entered.

On data entry screens, there are five icons on the tool bars that will appear repeatedly. These are
@ | Open, | Close, [ New, | ZF Delete, and | ld| Save.

Contract Administration — New Contracts

Contract Activation

The life of a contract in SiteManager begins when the contract is activated. When a contract is
added to SiteManager via the LAS transfer program many fields are transferred from LAS, but

some date, staff information, and vendor information must be manually entered into
SiteManager.

To begin this part of the activation:

Main Panel 1 Contract Administration(s] | .

'y o DbIClick the Contract
5 S = o
Contrac | [F)\anwauaa PConllacto[r] DC};ang[e] Accessoies[+]  Manuals(+] Admlnlstratlon @ ICOn On

Bl Peports(+ apments(+ rders+
the Main Panel.
ESiteManager Panel
4 Pl él' Frtoe et [ Comrmmit e DbIClick the Contract
B 2 ;

Tﬂifler?ez‘e] o MConll:itorl[] Reports [C4+]  Process List “ Records ICOn On the
— Contract Administration

Main Panel 1 Contiact Adrmiristationi+] | Contract Records(+) Pane l.

G & .
— , e 9 v oL n e DbIClick the Contracts

Projects Categories Items Cantract Contract 0SS Caontracts
Funding Authority

icon on the Contract
Records Panel.

Reference Manual for Maintenance Contracts - SitteManager Release 3.6a Page 15 of 114



A detail window will open, as seen here, showing all of the contract information presented in
tabbed folder format. The Contracts window lets the user view, add, modify, or delete the basic

Contract data.

There are eight folder tabs on the Contracts window, each containing different segments of the
contract data. For Maintenance contracts, the Description, Location, Payment Data, Critical
Dates, Primary Personnel, and Prime Contractor tabs require information.

When you first access this screen, it will
be blank.

To open an existing contract:

e Click the Open|ia icon on the
tool bar.

This will open a list window that will
allow you to choose the contract that you
want to work with.

NOTE: For viewing purposes, most
screen views that follow will be
cropped to display the data in

larger format.

This screen opens sorted by contract
number. You may sort on any column by
clicking the column headers and the
screen will be sorted accordingly. When
a column heading is clicked, the FIND
filed is opened for you to locate a
contract. As you type the Contract ID, the
highlighted line will move down the list.

Open

L 44SHTO Sitabnnagy e

Fle Ede Servicss N ek

DRF? Pyl ON=p
B8 Contracts
| Descipion  Locsion PamentDals  CitcalDstes Py Peisornel * Fiine Contisctol — DBE Comet*© Trsming Flan
ContractID: NN ] Feal SL/P Paj Wl |
Status: [Fradng Puimary PTH: [ -
Districa: | - Resid Yaud: -] Field : ] h:“‘
Progress Sched: | =] Varience Pet[ 00 |~epotin
D | 1 Bath
Time Charges: | =l BmDags[ Bid Aml W
Contract Type: [Space: =l [~ Fed Dhversaght
‘Work Type: [Spsce: =] [ Local Dyessight
Proposal Fund Tupe:
Spec Ve[ Unit Syztem: *|  Suppl Spec Bk Vi AR ID:
Wage Wange Decision 10 Wage Decason Dezcnpion Geni Wy Desn 10
Decision:

B Select Contract
@Enr\lvacl o E2F50-RO
Find -
~ Contract 1D
Contract ID Vendor ID Fed State Proj Mbr Status County Lvl2 Lvi3 Lvi4 Loca +
£ora VFEIIMINNT N ATV 3 o2 FROM FRANCIS T
£orm VSSMEEZITTON N CHPL % 0z 2 175 ALACHUA 00|
001 [N [PEND i oz | [ [75ALACHUACD)
EorELA VEEMEGZITTON N CHPL = ] 175 ALACHUA D
£ VPEIIEITIIONT N CHPL » o From Primany Maint
E2F52 F593032908001 Ni& CMPL 26 02 291 S/B ENTRAMNCE F
«| | »
OK Cancel

Be sure to use upper case when typing the Contract ID.

e Highlight the contract you want.
e DbIClick it, or click ok.

The Description Tab

The following fields on the Description
tab should be populated from PES/LAS.
If they are not, populate them from drop
down list boxes:

Contract ID.

Fed St/Pr Prj Nbr. (N/A for Maintenance
contracts).

L 44SHTO Sitabnnager

Fle Ede Services Window Help

DRF? DS gl @O

B4 Contracts

© Dusciption Lugeun PameniData ~ CicslDses  Frimay Peonnel *Fime Contiacin | DBE Comet© Trsnng Flan

Contract |D: [EZr50910 Fed SUP PN T
Staws[Frrdeg 7] L E T —
District:[2 =] ResidYoed: [ =] Field:[ +] Fe
Poes chet | Veimon Pt [F bt
Diswc: [LARLE MACHINE MOWING. LIT TER REMOVAL & SLOFE MUWING ™ Balh
Time Chaeges: [CALENDAR DTS =] EwDays[ FE  BidAml 13707400
Contract Type: [Msntenane Contiact =l [~ Fed Oversght
Work Type: [Mamensce D =] [~ Local Dversight
Propossl Fund Type: [
Spee e[ 00 Unit Spstem: [Frgir »|  Suppl Spec Bk Y[ Awip:[

Wagn e Decision 1D

e Wage Decason Descriplian Tiend Wg Desn 1D
Decision:
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Status. Indicates the current status of a Contract (e.g., Pending, Active, Complete, Archived).
All contracts transfer from LAS in "Pending" status.

Primary PCN. (Transfers from LAS)

District. If the district is blank or in error, it may be entered from the drop down arrow.

Funding. (Transfers from LAS)
Desc (contract description).

Time Charges. (Transfers from LAS)

Bid Days. (If calendar day or available work day).

Bid Amount. (Awarded contract amount).
Contract Type. (Transfers from LAS)
Work Type. (Maintenance Other)

Spec Yr. (Transfers from LAS)

Unit System. (Transfers from LAS)

The following fields must be completed in SiteManager.

Resid/Yard. The three digit cost center number.

Field. (Blank for Maintenance contracts).

Wage Decision. (Will always be the 0000
Wage Decision for Maintenance
contracts).

To choose values for the fields that are
supported by code tables or lists

e Click the down arrow next to the
field.

e Click the desired selection.

Adding a Wage Decision
To add a wage decision:

e Click the Wage Decision panel to
activate it. A dark shadow will
appear around the area of the
screen that is active.

e Click the New icon on the tool
bar.

This will create an empty wage decision
record.

P 44SHTO SitaManagar
Fle Ede Senvicss Window Help
DRF?P DS g @O
© Deseripion ~ Lotsion | PaerOis © CitiedlDtes PrinayPerioel | Prise Coractss  DDE Commt ' TesnngFlan
Contract I0: [FFE1R0 Fed 5Pt Fig Nis: i
Status: [Frndng -] Primary PCH: [$102151 7506 e
Uistrick: [0 - Heaid Yok [ 250 = Fintd - | - - Fd--l
o *+ Fedeal
Progross Sched: [ Vaiance Poti[ 0 1 oyt ibrovines
D [LOFGE MALHINE MOWING. LIT1ER REMOVAL & SLUFE MOWING  Bulh
Time Charges: [CALENDAR DarsS =] DidDaye| = Bid Amt $137.074.00
Conbract Type: [Moterorce Cornact k| ™ Fed Dversght
Wotk Type: [Marrenarre Qe = [~ Local Dvesight|
Propasal Fund Type:
Spec ¥e:[ a0 Unit System: [Ergish =] SupplSpecBRYe| 200 AN
War |y e Decssmn 1D Wage Dusisn Duscogtuon Gl Wg Dgan D
Decizion:
P A4SHTO Sitabi nager
Fle Edt Servces Wndo Help
DR D gl @
il |
" Desciipion ~ Locsion  © PapmentDals  CriicslDater  PrmanyPeisonnel  Prine Contisclol ~  DOE Commd © Traing Plan

Contract 1D:; EF50A0 Fd S1/F Prj M [fa
e | Primary PN [F0T700% 2]
Distiict:[[7_~] Resid Yard [51 =] Fiedd:[ +] Fi
Progess Sohet: | Varianee Pet: | T | o
Dos: [LARGE MALHINE MOWING. LIT1ER REMOVAL & SLUFE HOWING € Hoth
Time: Chargez: [CALFNNAR 4TS =] DidDays| .  DidAme[  siw07400
Contract Type: [Marieroncr Coemact = ™ Fed Ovesight
Work Type: [Farrerance Qe =1 I Lacal Dversight
Proposal Fund Type: |
Spec Ve[ 2000 Unit System: [Ergish =] Suppl SpecBhe[ 2000 s
Wane | yage Dacision 1D Waygs Ducisun Duscuplun Gendl Wy Duan 1D

Dacision:
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When you move your mouse over the
Wage Decision field, you will see a
magnifying glass appear.

Rclick the Wage Decision field.
Click Search.

A list box of the available wage decision records

will appear.

DbIClick the “0000” wage decision.

The “0000” wage decision will appear on
the contract.

The Location Tab

The Location folder tab displays the
Contract location data that may be added,
modified, or deleted. Authorized users
may add and remove counties to the
Contract.

A primary county must be selected.

Every field except the Town field on the
Location tab is transferred from LAS. If
the data was entered in PES/LAS, you
will see it here.

P 44SHTO Sitamanager

Fle Ede Services Window Help

DR ? D @ (@00
il |
© Desciipion | Locsion  © PamentDais  CrscslDates  Prmay Peisonnel ' Prine Contiacior DO Comak  TraningFlsn

Contsact 1D [CF50N0
St [Fendng =]
Ditnick: |17« Fiedd - | Fi
Progiess Sched: | Varianee Pet:[ 001
Desc: [LARGE MALHINE MOWING, LITIER REMOWL & SLOFE MOWING
Time Charges: [CALFHNAR D475 =] DidDays:| wu  DidAme[  $I0040
Contract Type: [Marieroncr Coemact = ™ Fed Ovesight

Fueed SUFy Py b |1

Primasy PCN: [ 41001317205 =]
Fosid vaer [Z51 =

Wtk Type:[Marterance liker = I~ Lucal Dversight
Propoaal Fund Type: |
Spec Y| 2000 Unit Spstem: |Crgish = Suppl Spec Dk ¥e: [ 2004 Al iD: [
Voot [\apa e | Wags Dusisun Desciplaon Genel Wy Dusn 1D
wcison Descn uzn
Diecision: o Show Detsls — -

E Search Window

X

Gen Wog Dosn Id

0om See Contr.

Cancel

P 44SHTO Sitamanager

Fle Ede Services Window Help

MR E DS gl @O
il |
© Description *  Locsion PapmentDats  CrcelDater  PrmsiyPeisonnel * Prine Conbsclor ~ DOE Comed* TrainingFlan

Contact 10: [FFFEORD
P |
Dtk [2 =] ResdVard [ <] Fied:[ =] Fi
Pragrmes Sechu. | [ ] -
Desc: [[ARGE MACHINE MOWING, UTTCR FCMOVAL 6 SLOFE WOWING |
Time Changgms: [ ALEHOAH 7075 x| BdDays[ E  Bidame|[T fimOAN

Contrach Tppe: |Mariersnce Lot [~ Fed Ovessight

Fud SL/F Py Kb [

Poimany PEN: [ 410072 700 vl

Wonk. Typm: | Masdwrisraon (b =l [~ Local Oversight
Pioposal Fund Type: [
Spec Y[ 1000 Unit Spstem: [Ergich = Suppl Spee Bk Yr:|  200: Al 1D: [

Waye [Wage Decision 1D ‘Wage Decision Description Genl Wg Dean 1D
Decizion: xort i e A

P 44SHTO Sitamanager

Fle Ede Services Window Help

MR D@ 0D

B
" Descipten  Location  PameniDiats | CicalDster s Peiionnel | Frime Contiscior ~ DOE Commt  TraingFlen
Contract 10: [EF50HD
Logatwr: [-75 ALAHLA COUNTY
I
Beg Sta Nbr: Beq Termini: [PO0000.000 Moute Nbs:
End Sta Hbr: [ Enel Teamind: {10000 000 Highway Nhe:
Road Systen: [Space: =1 Highwoy Type: [Het Ured =
Town: |
Contract County Primary County
[ETATEWIDE -
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On the Location tab, the following fields
are required for contract activation:

Location. This is a description of the
location. Two lines are available.

Primary County. Only one county is to
be marked as the primary county.

To add a county:

e Click the County box to activate
it.

e Click the New E icon on the
toolbar to add an additional row.

e Rclick the Contract County field
in the new record.

e Select the Search option.

This will open the County Code Table.

e DbIClick the County Name to add it to %

the list.

To delete a county record:
e Highlight it.

e Click the Delete icon on the
tool bar.

You will be prompted with a delete
confirmation window.

e Click No if you do not want to
delete the record.

e Click Yes if you want to continue
with the delete.

P AASHTO SiteManager

Fle Edt Services Window Help

[DRPE DS 9@ 00w E

B contracts
" Descrption Location  * PajmentData * (Cilical Dates * Primaiy Personnel * Prime Cortiactor ~ DBE Commit " Trairing Flan
Contract ID: [E4G46RD
Location: [ON THE INTERSTATE DISTRICTWIDE
[
Beg Sta Nbr: Beg Termini: [000000.000 Route Nbr:
End Sta Nbr: End Termini: [000000.000 Highway Nbr:
Road System: [Spaces =1 Highway Type: [Spaces |
Town: [
Contract County Primary County
[BROVARD v
[ETATEWIDE u

L 44SHTO Sitabnnager
Fle Ede Servioss Window Helb

ORF? OFd gl 0P

B |
" Descipten  Locetion  PameniDiats | Cicallstes s Peiionnel | Frime Contiscior ~ DDE Commt  TraingFlen
Cantiact 10: [FF51R0
Locatsor: [I-75 ALAHLS LUJUNTY
[
Beq Sta Nbr: Beq Termini: [PO0000.000 Moute Nbs:
End 5ta Nbr: End Tesmini: [P00000.000 Highway Nbs:
Moad System: | 5paces =1 Highway Typa: [Hot Used =l
Town: |
Contract C Primary County
oo ETEE F
Fiter Snarch e
ETJ\TMDE -
E Search Window il
Code ID County Name -
16 POLK
17 SHRASOTA
SUMTER
ALACHUA -
27 BAKER
128 [ERADFORD
2 COLUMBIA
0 DIXIE
kil GILCHRIST
s T Sitabdanagar
MiR% DS g@ D@
b‘ b oy
7 Descigien | Locetion | PaeeniDials | CicalDster  PrmanyPeisonnel | Piins Contisciol  DUE Comet | TranngPien
Contiact 1D
Location: [[-75 8LATHUA COUNTY
I
B Sta Hbr: Beg Tramini: [T0000 000 Foate Nhe:
End Sla Hbi. End Iu-m:lm.llll Huyhwriay Nbs:
Road Spstem [5pace: =] Highway Type: [Hei 1104 =
Towen: |
Cantiact Couny Primary County
JRLATHA i
ETRTEWRE SASHTO Sltebhanager |

_?‘/ sy ek b ket this Conrey?

S| [
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The Payment Data Tab

The Payment Data folder tab displays the
Contract payment data that may be added,
modified, or deleted. This data includes
Liquidated Damages Rate Amount,
Retainage, Estimate Generation
indicators, and Limit Amount. For
Liquidated Damages, leave the default
value of $1.0 in place.

Liquidated damages will be manually calculated and added as a contract

adjustment when they occur, so ensure that t

Damages check box is not marked. For Retainage, leave the Unlimited
Escrow box checked, however zero out all of the percentage and
amount fields on the Retainage Changes record. Retainage will be

manually calculated and added as a contract
Limit Amt and the Contract Limit Pct fields

The Primary Personnel Tab

The Primary Personnel folder tab lets the
user maintain data on the Project
Manager, and Project Engineer. It also
may identify the personnel who will
receive messages when the Contract
becomes active or falls behind schedule.

The fields required on this tab are the
Project Manager and the Project
Engineer. They may be the same person.
To populate these fields:

Rclick the field.

Select Search.

Click ok.
Or

Type the Userld in lower case letters

Select the desired person from the list.

P 44SHTO SitaManagar

Fle Ede Senices Window Help

ORE? CFd S DT

B4 Contracts
=

Locsion ' Papmont Dsts ~ CibeslDalee  Piimay Personel | Frise Corsctor | DOE Comnt | Traieng Flan

Contraet ID: E2FR0D
Generate Estl Dag:[ | Contract Limit Amt: 00

Generate Est2 Day [ Contract Limit Pet: %

HETAINAGE
[+ Uribmled Eseiom

Curent Contract Amt: [ 8157074 00
Liquidated Dam fate Ame: [ 100
[ Auto Liquidated Dam

[ Price Adimnt Ind

Mz Frcaow Al £ |

[~ Smcuritms Allowmd [ Fslain Stkpiled Ind

Hulamays Changes:

‘Woik Compl Bases
WORK IN PLACE

Ellect Date  Fol Pl Bare MaxFol  Max Aml
s o

Lump Al Toge Pel - Toge Base
0 CURRENT AR [ 3.0

of CURRENT M| |

LIOE COimim TTEIFIFIg T iarm

he Auto Liquidated tAmt [ $137.07400

e Amt: I $1.00

[~ Auto Liquidated Dam
[~ Price Adijmnt Ind

¥ Amt: I $.00 ‘

adjustment. The Contract
should be left as 0.00.

P 44SHTO Sitamanager

Fle Ede Services Window Help
) e

T e

= Contracts
Loceson

T Descigten " Pumenilals | CcalDssr | Primoiy Prie Contiacio ~ DOE Commt  Training Plan

Porsunnul

Cantract 10:
Project Manager:
Praject Engineer: [:ri72cc

ZFSRD

" Fwan

[Cahvent Thaa

Contract Designer: |
Contract Created By: [FYSTEM
Motification Recipients

Corliact $tatus Changed o Active:
[ Uaer ID: Diatribution List- | |
Wark Progreas Behind Schodule

|V User1D:[  Distribution List: [ |

Civil Rights Exception Neport Generated:
| Uaer 10- Distrbution List- | |

E Search Window

User Id

kn1djs
lkrpbibm
kn714gg
lkn208t
lkn208hg
len206th
len314it
lkn714id

Sobczak, Judi

tMolenaar, Ben

[Granata, Gary

‘oods, Thomas

Gresne, Holly
[DEACTIMATED-Holiday, Teresa
[Tiller, Roland **LEFT FDOT [SC] *

ohrson,

. Dave

Cancel

This and other search windows have sort and filter functions. To sort this window click the User
Id label and drag the scroll bar down the alphabetized list to find the user needed. For more
discussion on sorting and filtering see Appendix A.

An individual User Id or a distribution list m
Active box. Persons will be notified via SM

ay be entered in the Contract Status Changed to
mail that the contract has been activated.
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The Prime Contractor Tab

Fle Ede Services Window Help

The Prime Contractor tab displays the DRE? CSSI@[0 G0

Prime Contractor data that may be added, | e oreiss e ki oue
modified, or deleted. This data includes e P e

the Prime Contractor, contractor [T hemied  FoamveteF | MaSubomot Pt T [ Sboankacons
defaulted data, maximum Subcontract ryrspobguu S B

amount, payroll requirements, Prime e i

Contacts, and Prime Associates. The Frine Comacts R Cortat e et
Prime Contractor's surety and insurance
companies must be entered as Prime
Associates.

Prime: Azsnciates: | Assoc Vendor ID Associste Short Name Associate Type

The Prime Contractor is transferred from — EEMEEEE

Fle Ede Services Window Help

LAS, and is a required field for activation. [Terro=sts S v

) Scacec
The prime contractor must also have at Toweoim | laokn " Powais | GheuDw | FawPwina biae " OeComw | Tanori
least one address record in the vendor file. | | e rme e g ommmmemsmmn v
|—F|-Hw--d Freg in Weeks: I | Max Subcontiact Pel: | 5000 I~ Subconiacions Pad
Bankiupley Date: (000700 Banknaploy Type Des: [Spsce:
[dem Reasan: [Spaces Date: [0
Usiginal Frams Contiaclor: | [

Contractor Prime Associates
SiteManager requires that every

contractor have Insurance and Surety
- . Fée Edt Servces Window Help
Prime Associates. To add these: LI T Il s

= Contracts

e Click in the Prime Associates box | T s rememss T aRsme e S, e Te

Contract ID- FZFR0RN

to activate it. l.::lﬁm fx'bh!‘bﬂi.'l'uﬁ EIJ?WN.'IUN JOUY WALTUN FRUFERTY MO [~ Juant Venlure
. . r [~ Nequied  Freqin Weeks: [T | Max Subcontract Pet: [ 5000 I~ Subcontractors Paid
e Click the New icon and a blank Ok DU | Bunkrc Tme D oo
record will be added. [ = i
To populate this record: '
e Rclick the Assoc Vendor ID field.
° Select Search . 96 IF04R0 ACSTAR IMSLIRSNCE COMPANY

R R TFIRD FIRE INELIRANCE COMPAN

e Select the insurance company

from the list.
R |

Vendor Id

Repeat this process to add the Surety Company.

Vendor Short Name: Assoc Type

A000000000

For contracts where no surety or insurance is required,
you must still add Prime Associate records. To provide
for this there are two “dummy” vendor records in the
vendor file that may be attached as associates. In the =T
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production environment, these dummy vendor records will have Vendor Ids of

A000000000 for SURETY NOT REQUIRED
And
A000000001 for INSURANCE NOT REQUIRED
Leave all of the other fields at their default values. If the surety and insurance companies have
not already been associated to the prime contractor in the vendor file, you will need to do this

first before you may add them as prime associates to the contract. See the section entitled
Adding Vendor Associates for instructions on how to do this.

A 44SHTO Sitamanager 5

Fle Ede Services Window Help

The Critical Dates Tab S LA T - e )
The Crltlcal Dates tab dlsplays the 7 Desciton © Locsion  * PameniDais ' Ciiticsl Dates | Prima Pertonnel * Prime Contiacior *  DDE Comnt | Traning Flen
Critical Date Descriptions (Letting Date, e e i e i [ e [
Notice to Proceed Date, etc.). These pion iz ) )
dates are required by the system for the \HaPystsdDm P ¥ i

Price Adgstments Base Date D00 N N
standard Contract status reports_. _Default x -__
dates cannot be deleted or modified. T b : ; H

. i Complele D sl 00/00/00 N ]

The following dates should be entered: P Vot Corios O s N v -

Critical Date Deseription: ok Begn Dol
Letting Date. Transfers from LAS. s BRI oot

Message Teat: [

Award Date. Transfers from LAS.

Original Completion Date. If time is to be charged as Calendar Days, the system enters this date
and the user may not modify it. If time is to be charged as a Fixed Completion Date, this date
may be modified while the Contract is pending. If time is to be charged as Available Work
Days, this field should be left blank. Maintenance contracts use Calendar Days.

Adjusted Completion Date. The SM system enters this date and the user may not modify it.
This date changes when effected by Change Orders or by the Contract Adjustment function.

Execution Date. This date is required for activation of the contract.

Notice to Proceed Date. Although the Notice to Proceed date is not marked as being required to

activate a contract, it is critical to several of the processes in SiteManager and it must be entered
prior to processing a pay estimate. For Maintenance contracts, the Notice to Proceed Date

must contain the date that contract time begins.

To enter a date, position your cursor at the beginning of the field. Do not highlight the whole
field. Dates should be entered mm/dd/yy format.

e Highlight the date to be entered or corrected.
e Enter the date in the Actual Occurrence Date field at the bottom of the screen.
e Press <EnTer>.

After entering the date, if you would like a person or a distribution list to be notified when this
date has occurred enter information in the Distribution List of Recipient ID fields as appropriate.
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Change the Contract Status to Active

After all of the required information has
been entered, the contract status may be

changed to active and the contract saved.

When this happens the persons that are
listed on the Primary Personnel tab are
notified via an In-Box message that the
contract has been activated.

When the contract is saved, this message appears.

A contract may be changed back to Pending Status to update
the activation screens until a DWR or Change Order is entered.

P 44SHTO Sitamanager

Fle Ede Services Window Help

DR D gl @

= Contracts

© Description Location Pament Dats. Criical Dates Primary Personnel * Prime Contracton DDE Comme: Training Plan

Contract 10: [R50 Fed SUP Poj Wbe J8
Stalus: [T ~ | Puimary PUN: U003
it T HesdYand: BT Feld:[
Progiess Sched | Vanance Pl w
Desc:[LATIGE MACHINE MOWING, LITTET NEMOVAL & SLOTE MOWING B
Time Charges: [CALENDAR DAY BidDaws[ %5 Bid Amt: B
Contract Type: Marbensnce Corfac [T Fed Oversight

Wk Type: [Mieteriracs lhe: ™ Local Dvessight
Proposal Furd Ty [
Spec Ve[ 200 Unat System: [Erish  Suppd Spec Dk Ye[ o4 amm:[

Wage [ e Decision 1D Wage Decision Descriplion Bend Wg Desn 1D
Dacision: s Decary

-
\_1) Conkract is Successhully Activated

Setting User Authority — Office Wide Contract Authority

S If users are to see contracts across a
Moin Panel [ ookt range (Maintenance wide or district
N @ ;s X wide). They must be given office
_Eo_nlract Daily work. Pipeline and Contractor Change Civil Rights[+) M aterials .
Administration(+]  Reparts(+] Zipl+] Payments[+] Orders(+] Management{+] Wlde aCCeSS.
= i . .
Accessories(+] . Maruals(+] L DbICI |Ck the SeCU rlty
ESiteManag&r Panel Administrator T;'&-I:II icon On the
Wain Panel 1 Syslem' i lm}] ] = — Maln Panel
2 B @B B & = _ _
v sty MR Sy s Pt 589) Tomsbies) S S e DbIClick the User Security ||
T icon

5

DRr? OFsgd O0=

Caritr

M : e At the User security screen,
L T e — 2 DbIClick the Open| g icon.
Tithe: [ S5H: | Suparvisor: | .
el e e e Select the desired user.
Contsal [~ LT | Aesd¥ard| =) L — |
L DatoBase Loge ID: [ b e ks Al o [ ] C|ICk Ofﬁce Wide fOI’ eaCh
— Al g -
— — security group or all groups as

appropriate.
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If a person is to have district wide access,
choose the district from the drop down
arrow at the District box. The screen at
right shows district wide in District 2.
This district wide access allows
designated users to see contracts across a
range, but it does not grant full authority
to perform contract administration
functions

If the authority is to be at a maintenance
yard only, click the particular cost center
number in the Resid-Yard list box after
selecting a district.

Setting Contract Authority

1 44SHTO SitaManaper

e Ede Serviess W el
OREY DS g ON=%

[Sloecsecuty

Usor 00 fi2i0f  User i [otomon, dmter
Geographic Ares [osce: |
&M Seeurity llaer [ Sampier [ Tester [ Glnbal Teater [
Tithe: | SSN: [210-0000m Supervisor. |
Vendna Prent Ind: [ Vendar 10 [ VesdoPoelIDc i
Auea Engineer: [ Aetive [+ Diefault ATF Libewy: [RTFFROD. =]
Cential [ District [0 = Tesid-Yard| =] Fied [ =]

3
fstase Login I Offiee wide: Contract Aceess T
Datalase Passwond: | anon |

[ Birnup Descriplic
Jiergabin Final F stmases Enginnes

P 44SHTO Sitamanager

Fle Ede Services Window Help
DR D gl O

[Sloecsecuty

s 1 i 10 User Harwm Herrisun, Mickery
Geographic Ares [Spoces =
SM Seeurity llaer [ Sampier [ Tester [ Glohal Teater [
RETY Coitrict Fleet blarisoe] S5N; [110-00-0025 Supervisor: [ emy
Vendar Prsnl Ind: [ Vendor 10: [ WVendor Prant 10: [
Arwa Enginee:: [ Aclive: 7 Dalaull RTF Libary: [RIFFHOD =
Cembral [~ Distnct [01 = ReedYad[110 | Fimhd -
DataBase Login ID: All (I
Difice wide Contract Access [ angs 7|
Datallaze Password: AR oy |
Benup i Oifice-Wide
Corit Uil Hods =
[Corit. Diact Dllice Adiaistiaton o
IConstuckon Eeimare Aporavel GIoup
[Consinicion Trinng Gioun

|iist T Final Esfimains Erginoes

When you enter the Project Manager

Main Panel I Contract Administration[+] ] and PrOJeCt Englneer On the Prl me
N S @ Personnel tab they are automatically
DaipWork  Contractar Change  Accessories(+]  Manualsis]
fic GG Reparts(+) Papments(+] Orders(+]

ESiteManager Panel

added to the list of persons who have
authority on the contract.

tain Pansl T Contract Admini: i ) T Contract Records{+] |
b & To add additional people:
Reference I_ aErg;:;;'H Reports [CA+)  Process List .
e et e DbIClick the Contract
Administration < i
Main Panel 1 Contract Administration T Contract Records(+) ministration @ Icon on
L a2 o - | the Main Panel.
— Contracts Projects Categories Items Eont@cl E aw::‘ DSS Confracts .
A | e DbIClick the Contract
Records icon on the
Contract Administration Panel.
e DbIClick the Contract
Authority | 2 icon.
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The Contract Authority screen contains a
list of all SiteManager users appearing in
the upper panel. The lower panel shows
the access authority of the user
highlighted in the upper panel. To add an
individual to a particular contract:

In the upper panel,
e Click the user to be effected.

Use the scroll bars as necessary to find the
person.

e Click the New [ icon on the tool
bar.

A small entry window will open.

B A4SHTO Sitemanager

File Services Window Help

|mge 20|l

E Contract Authority

User Identification

it 10m
it 10
mi1 10t
it 10sh

mt110th

User ID User Name

110

No
No
it 38ae No 01
it 38ee  Chistine No 01 |
mt1 38! Law, Ellen No ol
mt1 38j iacabsen, jim No ol 1o l
Contract Authority Assignment
Group Description orr ce-wide  Contract Id Contract Description Authority  Authority 4|
ccccc Start Date End Dt

Froject Engineer 17 e

Iairtenance Estimate Approval Grou|

AINT DO SECURITY COORDINATOR]

Project Manager

\AINT DO APPLICATION MANAGER

District Manager

AINT DO LSER

<

o

QNEW Contract Group Authority ll
Group Description Contract Id Contract Description Authority
Start Date
= [ I

Save LCancel

e Select the group description for the added authority by selecting from the

drop down list box.

e Place the cursor in the contract ID field and select search from the right

mouse button.

The list of available contracts will open.
Scroll to the one needed.

e DDbIClick the desired contract.

The information in the entry box will
appear as at the right. If the information
IS accurate,

e Click the Floppy Disk |[& icon
to save the data.

If the information is in error,

e Click Cancel and make necessary
corrections.

The result will appear as in the screen to
the right. If an error is discovered after
the Save button has been clicked, the
data row cannot be deleted. The only
remedy is to end contract authority for the
particular individual.

Filter Search

Filter
Fird
Sark

Show Filber) Sork

X

Search Window

Contract ID Vendor |D
E1C36 WFEE1401476014
E1CI7 WFBS0461407001
E1C38 WFBS1EESFOE002
E1C33-RO WF34133728700
E1C33-R1 VF341 33?28?001
E1D00-RO VFE50851194002
E1D00-H1 WFEBOEE1194002

4|

Fed State Proj Mbr Status

N ACTY
A2 ACTY
N2 ACTY
N CMPL
30
A2
N2

Countp Lvl2 =

06 o
13 o —
12 ol
16 o

E New Contract Group Authority X
Group Description Contract Id Contract Description Authority
Start Date
MAINT DO USER _~lF1caar2 FROM REPAIRS PRIMARY SYSTEM TO [

Save Cancel |

] A4SHTO Sitemanager

File Services twindow Help

|mge a0l

E Contract Authority

User Identification

User ID

mtl 10
i 100
mil 10sh
mi110th
mi138ae
mi138cc
mi138el
mi1 38

Contract Authority Assignment

4l

Group Description Omnrwi\h Contract Id Contract Description Authority | Authority < Jf
ccccc Start Date End Dt
1AINT DO AP MGR SECURITY COOVTWWW’—
& Estimate Approvel Grou[ | [pD485-R1 MOA PALMETTO [r2/2004 15:20; 4\
Meintenance Estimate Approval Grou| 1E12-R0 ISC COMCRETE REPAIR 1182004 1257
14INT DO USER m ISC COMCRETE REPAIR 111872004 12:57)
1AINT DO APP MGR SECUIRITY COCH| FiE12-r0 I5C CONCRETE REPAIR 111872004 12.5
Estimate Approval Grou| t1 B84 HARLOTTE COUNTY 14412004 10:46:0 BIS/2004 15:58:

| B
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To do this:

e Highlight the individual in the upper panel.

Process Status

e Highlight the data row in the lower panel.

e Select Services > End Contract Authority from the menu bar.

YOU may Only end a person's authorlty ] 44SHTO SiteManager

File Services Window Help

after you have saved the record. ﬂ“ $2|0E0)]
Contract Authority

In this example see the authority granted
and its date and time, and the authority it ‘ :
removed with its date and time. T 5

e o T B
Offlce Wlde Access C“m::.:-::::::’i’p::ig“memof:z:;:;de Contract Id Contract Description ;-::-:];iz AIEI::inlrnity -
Each person in a maintenance yard should e s — foen s
be granted office wide access to have o =
visibility of contracts within that yard.
The particular authority is controlled by : -

the Security Group and membership in those groups.

Contract Administration — Reference Tables

The Contract Administration reference tables store the defaults and the Department- standards
that are added to Contracts. The reference table data is loaded into SiteManager from PES/LAS.
This section of the manual describes how to view and maintain the reference table data in
SiteManager.

Through the Reference Tables

e sitchianager pane! x| panel, an authorized user may
@ Main Fan.el . Ennnmmlstratmna ] m X add the fol IOWi ng Standards and
.
DailyWork  Pipeline(+] E:::ctnr Change  Civi F!_ighls[+] M aterials ‘ defau ItS to the reference tab I es:
[+) ] Papmerts(+)  Orders(+] Mamagement(+)
] = Administrative Offices,
Aoc Main Panel Contract Admil I Reference Tables[CA+) I - Fu n d i n g SO u rCeS
ﬂi = ﬂm B o _ _
Hi\;r;llrdascll L Maair;l;;:;ﬁr‘[ " Repoits [CA+]  Process List ] Vendor I nform atl On ,
X .
HMain Panc 1 T Roference TablesiCA®) | Default Key Date types,
a & H & = Default Checklist Event
= Interface Load  Administrative  Item Master  Funding Sources  Wendors Default Critical — Default Key
—_— Messages Offices Dates Dates typeS| and
g B = Default liquidated
efault Checklist efault
Events %C;L::ﬁ:g dam age rates .
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The Reference Tables panel cannot be used to add:

= Default Critical Date types.

= [Items. (These must be added through the Item Master List in CES/PES.)

The Reference Tables panel contains icons for the nine functions, but will vary depending on
your security access. Most users in the District offices will be able to view all nine of these

functions.

For Vendor information it is important that all additions or changes, including address
information be made in PES/LAS and be transferred to SiteManager.

SiteManager does not allow overwriting within SiteManager of Reference Tables loaded from

PES/LAS.

Adding Vendor Associates

B csarce s 0 = In order for Surety and Insurance
] Cotact Acriisraionts) ) companies to be added to a contract
§§ H H S B W ” as prime associates, they must first
X Daily work. Cantractar Change Accessonies(+]  Manuals(+] - - -
| mEaY | B be associated with the prime
=B . x| contractor in the vendor file.
tain Panel Contract Administration[+] r Reference Tables(Ca+) I
M B ﬂ!‘J “ To access the vendor table:
Contract Contractar Repoits [C4+]  Process List
Records{+]  Management{+) A
’ e DbIClick the Contract
SileMﬂnager Panel 5‘

Main Panel

Cantract Administration(+] T

Interface Load  Administrative  Item Master  Funding Sources|
Messages Offices

B

Default Checklist Default
Events Liquidated
Damages

W ow B W w @B

Default Citical ~ Default Key
D

Administration | g/ icon on
the Main Panel.

e DbIClick the Reference
Tables | fjif icon on the
Contract Administration
panel.

e DbIClick the Vendors| =
icon on the Reference Tables

Reference Tables(CA+)

ates ates

With the cursor in the Vendor ID field of
the Description tab,

e Click the Open| g icon.

panel.

=] A4SHTO Sitemanager

File Edt Services Window Help

|EEe g 0SS 9@ O

Accour\ls Usage

Vendor ID:
Short Name:

Full Name: [

¥endor Type: ~]  Alt Vendor ID: O

IRS Tax Nbr:

DBE Type:[Spaces =] Cert Type:[Spaces =]
Cert Date: [00/00/00 Cert End Date: [00/00/00
Cop Type:[Spaces =] Comp State:| =]
Prequal Date: [00/00/00 Prequal End Date: [00/00/00°
Uncompleted Work Amount: [ 000 [ Preconstuction Indicator [ Obsolete Ind
Ethnic Group: [Spaces Gender|
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This may take a while to load, as the = =
vendor file is large. When the vendor list | geeston

opens, you may select the desired Vendor
by,

e Scrolling through the list, or

KING OF PRES EINC

'/FE5081766901 PROSCAPE SOUTH EAST

. . \VFS306815230 SLACK &JOHNSTON, INC. Constiuction Contractor
[ SO rt by CI | Ck' n g 0 n a CO I u mn /65082262400 B.A.T. CONSTRUCTION, INC. Construction Contractor
\VF 38236956701 A4 PAVING INDUSTRIES INC Constiuction Contractor
M M M M WF38318573200 ROESE, . C. CONTRALCTING, INC. Construction Contractar
h ead I n g and us I n g F I n d fl e I d y Or F3907983600 BETTER ROADS INC Construction Contractar
- H 0K Cancel
e By creating a filter =

For a further discussion on the use of filters see Appendix A..

Since the Vendor ID is 14 characters, it is

not fully visible in its column. rf
Click the line between the label Vendor
ID and the label Vendor Short Name.

k. ING OF PRESSLIRE INC
WFEGORT7ERS002 |PROSCAPE SOUTH EAST

When the cursor becomes a two headed

arrow, drag the lin to theright o make | [E25 FTE
the Vendor ID column wider. (e e — _
By double clicking on the Vendor Short 0k | Conce|

Name Label, the column may be sorted alphabetically. The Vendor Name may then be found by
scrolling the list or dragging the scroll bar. In a similar manner, Vendor Id column may be
sorted and scrolled.

Alternatively, a vendor may be located [ vcnmorpcciin i

using the SiteManager filter [
e Rclick on the Vendor Short
Name label. e
it B 2
e Select Filter from the pop up iroosrasme
menu. e o Eontct
V741185584001 e e ot [etuetion EZ:::Z:Z:
e Click the Add tab. E
0K Cancel
One row will be displayed to select your
eiunind Y x
search criteria. For this search: _ — :
Field Condition Yalue Join Inzert
° ChOOSG Ven dOF Sh ort N ame in th e |*/endar Short Name | |Like | COUCH CONSTRUCTION] Add
. Remove
Fleld BOX Clear
e Choose Like in the Condition Lost
Load...
BOX' Save
e Enter the characters “COUCH ”
CONSTRUCTION" in the Value p—
Box. Mol
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Notice that the search is in uppercase letters. Search functions in SiteManager are case sensitive.

e Click the ok button on the right side of the window.

A message box is returned indicating that this filter will return Filter Message

five rows.

e Click ok.

From the rows returned:

e Highlight the combination of
Vendor ID and Vendor Short
Name desired.

e Click ok.

The vendor record will open.

NOTE: Any changes to vendor
information other than
Associates should be made in
the vendor table in PES/LAS.
New vendors should also be
added in PES/LAS and not
directly into SiteManager.

These Vendor Table changes will be
transferred to SiteManager during the
nightly update process.

To add an associate record:
e Click the Associates tab.
e Click the New [T icon.

e Rclick the Associate Short Name
field and select Search

Or

e Enter the Short Name if you
know it.

@ Specified Filker will rekurn S rows

E Vendor Pick List

S elech
ﬁg—_.\u’endor
Find = |

i Vendor

Yendor Id Wendor Short Name Vendor Type

YFE30353742001 COUCH COMSTRUCTION COMPAMNY Construction Contractar
WFE31183808003 COUCH COMSTRUCTION LP Construction Contractar
YFE31183808006 COUCH COMSTRUCTION LP Construction Contractar
YFE31183808002 COUCH COMSTRUCTION LP Construction Contractor
WFE: COUCH CONSTRUCTION, LP. Construction Contractor

0K Cancel

File Edit Services Window Help

Description “woik Classes ©  Affiiates  ~ Personnel  Prime Contacts” Associates  Gecurity Secuities
Accounts Usage
Yendor 1D: [VFE31183808001 IRS Tax MNbr: [FE31183808

Short Name: [COUCH CONSTRUCTION, L.
Full Name: [COUCH CONSTRUCTION, LP.

WVendor Type: [Constuction Cortractor AltVendor ID:[
DBE Type: ISpacss Cert Type: lDlher—
Cert Date: lm Cert End Date: W
Corp Type: |Co-Partnelship Corp State: IDE—
Prequal Date: W Prequal End Date: lm
Uncompleted Work Amount: l—UUU ¥ Preconstruction Indicator I~ Obsolete Ind
Ethnic Group: |5paces Gender: l—

3 AasHTO Sitemanager

File Edit Services Window Help
mREg | DS O
Vendurs

Descrplion *wiork Classes *_ Affiistes * Personel Prime Contacts Associates | Secuity * Sscuiiies
Accounts Usage

Vendor ID: [VFE31183808001 Short Name:  |COUCH COMSTRUCTION, LP

Associale Short Name Associate Type I
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When the list of vendors appears again,
perform a filter and look for the vendor
record you want.

Surety and Insurance Associates

SiteManager requires that every contractor have

"Surety" and "Insurance Associate”. If by

contract conditions, none are required, select the

two dummy vendor records:

A000000000 for SURETY NOT REQUIRED

And
A000000001 for INSURANCE NOT REQUI

In this example the filter is set to Vendor Type,

Like, and Surety

Highlight the record you want.

Click ok.

After the associate records have been added

e Select the appropriate Associate
Type for each record from the list
box. (“Surety" and "Insurance".)

e Click the Save icon on the tool bar

to save these changes.

Once these vendors have been associated
here in the vendor file, the associates will
be available to add to any contract as
prime associates.

ESearch Window E

Yendor Id H

¥endor Short Name
City of Mary Esther
ABCO INDUSTRIAL PAINTING

Yendor Type

City Gavernment

Construction Contray

CODB1B003  AMERICAN DISTRICT TELEGRAPH COMPANY Constiuction Contra =
CO00428608  ALAD. CONSTRUCTION CO Constuctior Contta  Show Detalls
CO00702108  AARON FEWCE COMPANY Constuction Contra —
COD2081008  AIMEE CONSTRUCTION COMPANY. INC.  Constuction Contra
CO02316008  AIRPORT MARKIMNGS, IMC. Construction Contra Find
CO02433008 Al COMSTRUCTION IMC Constuction Contra sart

Shiowy Filter) Sort d

0K I Cancel |

EFilter Criteria - New Filter

Field Condition Insert

=iftke =] :Surety

Value Join

[Vendor Typs Add

Remove

Cloar

Test

Load...

Save

0K

Cancel

RED

Help

E Search Window

Short Name
WY MAINTENANCE CO.
LETTER OF CREDIT USED [N LIEL OF SURET Surety

Vendor Type

VFE51037368001 SAFE ELECTRIC CORP. Surety
/F135379520001 SEABOARD SURETY COMPaNT Surety
4000000002 SURETY & INSURANCE ARE THE SAME Surety
4000000000 SURETY NOT REQUIRED Surety

0K I Eancell

B AASHTO Sitebanager

Fle Edt Services Window Help

R LR T

Secuties
Usage

Description ~work Classes © Affliates ~ Personnel | Prime Contacts Associates

Secuity
Accounts

Vendor ID: [VFE31183208007  Short Mame: [EOUCH CONSTRUCTION, LF.

Associate Short Name

INSURANCE NOT REQUIRED

Remember that SiteManager requires that every contractor have at least two associates.

One for "'Insurance™ and one for ""Surety’
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Daily Work Reports

Daily work reports (DWR) are the means to record work in SiteManager. For Maintenance
contracts, a DWR will be completed for each invoice that is submitted by the contractor. The
DWR will encompass all of the work that was completed and verified within the invoice period.
The contract terms will specify the frequency for invoicing and payment. If the invoice is
submitted monthly the work recorded will be for the entire month. If the invoice is submitted
quarterly the DWR should reflect the work done for the entire quarter. If the invoice is
submitted against a work document the DWR should reflect the work done within the time
specified on the work document.

To create a DWR:
Main Panel 1 Daily Wark Reports[+) 1 A A
& S Fq e DblClick the Daily Work
NCCREE Reports||£]| icon on the Main
Panel.
Main Panel 1 Daily Work Reportsi=) |
I e DbIClick the Daily Work
k Diary Histary Process List Reference .
e Tables(DwR+] Reports icon.

The DWR panel contains six tabs for
entry by topic. They are DWR Info,
| Contractors, Contractor Equipment,
Daily Staff, Work Items, and Force
Account

DWR Info. Tab Blsmme

Fle Ede Services Window el
mME % Do om

If you have been working with a contract, |
the DWR will default to open a DWR for | "= = === mme oome o i
the contract you have been working with. o Dot [ 77,
The DWR Date will be the current date. s O — -
Authonzed Date: [JUT000 Lem| 0 2 [ =]
If you have not had a contract open, then PR VA o s et
the Contract 1D field will be blank and the e | Reemmatem [ @0
DWR Date will still be defaulted to the ‘ " 3
current date. -
Best practice will be to always open a new DWR form.
To create a new DWR:
) )
e Click the New|[ ] icon on the tool bar. @ e e
You may be asked if you want to save your changes or not, click w | o |

NO otherwise you will create a DWR for the contract that is open
and for the current system date.

Always exercise care when switching between contracts to avoid an accidental "*save™ that
creates an unwanted DWR. DWRS cannot be deleted.
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To open an existing DWR,

Inspeclor

e Click the Open | icon

e Click Contract Id in the upper P |

i~ Contract ID

panel Contract ID

dor Desciiption

Lvl2 Lvl3 Lvl4 =

s ||

Fed State Proj Nbr
042300410
07550671

o113 17
R . 21103 FR40915605002 0951557 ACTY  SARASOTA 01 108 Al

[ ] b I C I k h C h 21143 F532651115001 1001047 ACTY  HENDRY o 1. sk
D IC t € OntraCt In t € 21145 F532319514002 N ACTY  HIGHLANDS 01 106 FF

21300 VFEE1401476007 N2& CMPL  BROWARD 04 412 FF
lower panel N | o
ok Cancel

e DbIClick an Inspector Name
- @ Inspector
(Userld) in the lower panel

Find - |
i~ Inspector
User ID Inspector Name: Contract Id
- ﬁ
kn20Bdh Hardin, Diane E2F37
k208wt ‘Woods, Thomas E2F37
kn208tw ‘Woaods, Thamas-D0 NOT USE E2F37

e DbIClick the DWR Date. iRl

E;:'\l:;:l 1o E2F37 L WF3R1035114001, MAA
NOTE Only the person WhO Created a Inspectar kn208hg , Greene, Holly, E2F37

@ Date
DWR may change it.

Find - |
~Date
DWR Date  Locked Auth Ind

06/18/03 No Ves
05418/03 Mo ‘ex
05/17/03 No Tes
0516/03 No ‘Yes
0541503 Na ‘es
06/14/03 No Ves
05/13/03 Mo ‘ex

oK Cancel

You may also open DWRs through

commands on the menu bar: 7 iy T ——

[, B
(" F sihfer] i Dy Stall ‘wotk linma Y Focedccounls
Contract
e Click Services > Choose Keys : = —
from the menu bar. J fk:w ”;: g | =
Freview Ds Chii+Shft+y e I-
T i Suspended Tme. (L1 ﬁ
No Daly Stall Un Sile: Iz Hesumed T (LT ﬁ
Remaks: d

A list box of active contracts will open.

ECunlracl D
(7= Contract [0

e DDbIClick the contract you want.

e Click ok o |

~ Contract ID

Contract ID Fed State Proj Nbr

dor Description County Lvl2 Lvl3 Lvl4 =«

S G
POLE m 180 e

1POT0&R0

A
1POT0ERT WFES1640418001 N FOLK o 180 (i
20334 VFE50394050001 04230040 ACTY  SARASOTA mo 10 FF
21102 WF720536353001 07550671 ACTY  CHARLOTTE 01 113 17
21103 Fe4091 5605002 03515570 ACTY  SARASOTA ol 106 Al
< | »

0K Cancel
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The DWR Info tab will appear.

The contract number will then show in the
Contract ID field.

The Inspector name will be filled

The date will be the current system date.

To open a new DWR,

e Click the New E icon on the tool
bar.

This will set the DWR Date field to
00/00/00.

For Maintenance contracts, you will want
the DWR Date to be the date work was
completed on the contractor invoice. If
you do not type over the DWR Date then
you will end up with a DWR having the
current date for the invoice period end date.

You may want to enter the period that the
invoice spans in the General Remarks
area so it will be clearly stated. Remarks
are NOT required.

To enter the remarks,
e Click General
e Type in the remarks

e Click General again to set the
check box.

L 44SHTO Sitabnnager
Fle Ede Serwces Window

ek

DR DS @OE

W4 Daily Wark Reports
WA Info.

Corlractors

Contract I0: FI071AZ

Corirachor Eouin.
Inapector:  [Eonno. Wilkm
DWR Date: | 1071705

Doy Sl

ok lieme:

T o R

Locked: fio
Authonzed: o

Authosized Date: G700/

Temperatuse:

Lol L

wign:[ T 5
Low | 0 2

Ho Wk ltems Installed: [+
Nu Conliactors Un Site: [+
Mo Daily Staff On Sitec [+

Work Suspended: [
Suspended Time: onog 3
Reosumed Tima: [5T77) :_.ﬂ

bl Weathe Doscip
Claim Iszuns

Nemarks:

=l

P 44SHTO Sitamanager

Fle Ede Services Window Help

Ml E DESEAm

=4 Daily Work Reports

DWH Infa. Tortmactor Conacte Eqip. Dhaily Stall Wtk linma " Focsdccomls
Combeaet 10 F1071AZ Izt [Connn, Wilkam
DWH Date: [ FO0010
Locked: fin Tempesature: Weathes Conditions
Authogized: fin wighe| U = am:l =l
Authorized Date: PG00 Low| U 3 P =l
[ Mo Work Homs Installed. & Work Sumpended: [
Mo Contractors On Site: [+ Suspended Time: [ =
Mo Dasiby Stalf On Site: [ Resumed Time: [ 0000 =
emarks:
E
=l

L AnSHTD SitaManapar
Mo Ede Services Window |

felp

ORF? DFeEm@

E= A Dafty Work Reports

DWR Infa. Conltaciis ~ ContociuEqép Doy Shalf Y Waklems 7 Forodecounts
Contract 1D ETO7T A2 Inspeetar:  [Forece, Wik
DWH Dake [ 1071575
Locked: i Temperature Weather Conditions
Authorized: fia igh:| 1T = el =]
Authorzed Date: D000 | 0 = Pl |
Hao Wark liems Installed: = Wtk Suspended. [~
Hu Conbiactors n Sie: = Suspended Time: [i1e1] ?_‘
N Diasky Stadl Un Site: = Husumed Time: wm =
Remarhs:
E rrvmmenlal =] [Tepe remaks| =
|
M o Lralls: | ;

You will not be entering the Temperature or Weather Conditions for Maintenance contracts.
e Click the Save icon to save the DWR Info.
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Contractors Tab

NOTE: You must select the contractor
for the DWR before you will be
allowed to record any items.

To add a contractor

e Click the New|[ icon. This will
add an empty record.

e Click the down arrow in the
Contractor field

e Select the contractor.
e Leave the other fields as zero.

e Click the Save icon to save
your changes.

If you did not click the Save icon and
attempt to go to another tab, you will be
prompted to save your changes before
going to another tab.

P 44SHTO Sitamanager
Fle Ede Servioss Window Helb

ORI CEgd @
By woncrpors
7 DWRInin " Contactes " Coemachu Equp. Dy Stall T Woik linma T Foicn eeounts—

Contract ID: 1071 AZ Inapector:  [Eoanor Wikam Diades: [ITATRIE

Hix of
51 inrs

sonnel Type

P 44SHTO Sitamanager
Fle Ede Servioss Window Helb

ORI CEgd @
By woncrpors
7 DWRInin " Contactes " Coemachu Equp. Dy Stall T Woik linma T Foicn eeounts—

Contract ID: 1071 AZ Inapector:  [Eoanor Wikam Diades: [ITATRIE

Hix of
5 ianrs

Lontaclo

VFES102E063001 MEM CONTRACTOREMC. “PRIME™  MiM CONTRALT

Hhe af
Persons

Totad
Hours

Hows

sonnel Type Worked

For Maintenance contracts, you will not enter data for the Supervisor/Foreman, Personnel
Type, Contract Equip, Daily Staff, or Force Account tabs.

Work Items Tab

The next tab to work with will be the
Work Items tab.

e Click the Work Items tab label
to open it.

The Work Items tab lists all of the pay
items on the contract by FinProj Number
and Category.

To enter the installed or invoiced quantity
for an item,

e DbIClick the item.
Or,

L 44SHTO Sitabnnager

Fle Ede Services Window Help
oW o &l

% Daily Work Reports
[AWR Inin:

Contract ID: 1071 A2 Inapector:  [Eoanor Wikam Diades: [ITATRIE

Propsct Loe lem | Lategory
Mushes Musher Humhes

WO s [par1 Bl 41 |

— | Woklems 7 Focodeconts

Coriracton Equin

Dy Stall

Supplemental
Inatld Description |
[ oA e [ |

ltem Code  pescription

DT a0 ez ETH 42 WowNG (SLOPE) o
T ol old B4 4 HTEOADIATE MALTIE] 0
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e Highlight the Item,

e Click the Record Work ltems

@ icon.

When the item selected appears on screen,

e Click the New icon on the
tool bar.

Enter data in lower panel for the Item
described in the top panel.

e Click the Placed Qty field, and
enter the quantity for the current
period.

e Tab to the Contractor field, and
select the Contractor from the
down arrow.

e Tab to the Location field and enter
a name you have assigned.
(Various, SR100, etc.)

P 44SHTO SitaManagar
Fle Ede Senvicss Window Help

DR E? DS 9L
=1 Daily Work Reports

@ e

R T Coniracios " Contiacin Eqp Tindy Staff Wark liems —© Focodecoinls
Contact 1D: ETOTIAZ  Inspeetor: [Foeece Wilam  Date: [IIARTE
Praject Nbe: [ 41401117201 L Il Wil [ OG0 Tem Code 11030 Categoay Nbe: (0]
Item Dese: LITTER REMCHVAL Uril Price: | 4.75000
Supp Desc 1: |
Supp Desc 2: [
Qy Aeposted to Date: [ 7RG Qiy Authorized to Date: [T716 552 Units Type:["AT

Oty Installad to Data: 1.716.062 Did Oty: 215092

Pay To Plan Oty [

Statur ficken Mty Paid to Date: [ 17168 Cument Contact Quye TR
Lo ey Nin Locatn Instalod | Placed Uty [Flan Page Humben |1 ompll Used
Material Inspection Dutail
Masterial Component Cont Egt Matrl Oty Satisf Hepr Matrl Oty Heprt Matrl Oty Matrl nit

L 44SHTO Sitabnnager

Fle Ede Services Window Help

DR ? DS 9@ OE=FEr

¥4 Daily Work Raports
D' Info.

T Cobsctr Equ

Conractor: Dy Stall Work ltems Force Azcounts
Contract ID: [ET07TI112 Inspector; [onno, wWikem | Date: [T0A8/5
Project Mhe: [ 4140011 720 Lane Itm Hbi: [ 0020 esm CodF 11030 Categoey Hbr: | (]
T Dee: [TTER REMCAL Unit Price: [ ]
Supp Doz 1: |
Supp Do 2 [
Ot Feported to Date: [ 1716002 Oty Autharized to Date: [1716.002 Units Type:[ AT

Uty Installed o Date: [ 1716882
Status: [ictive Oty Paid to Date: [~ 171600

i Uy [7216 52
Cusrent Contract Qty: [FET6.092

Pay To Plan Uty (]

B poation I JTomek Tsod
I — —
Placed Q: | 000 Plan Page Nbe:| T Contractor:| =
Loc SeaMbe: [ Location: [ Meaured Indicator: |
Statinn Offset Distance Station Offset _Distance
Fom[— 4 ww] [ ow tw[ o[  w@ [ w®
Matrrial Inspection Detad

Material Component Cont Fat Matrl Oty Satisf Repr Matrl Oty Reprt Maerl Oty Matr Unit

P 44SHTO SitaManagar

Fle Ede Senvicss Window Help
DEF? DFg9R O &c@mr|

#=4 Daily Work Reports

R T Coniracios " Coniiacin Equip Dy Shalf Wark liems —© Focodecoinls
Contract ID: FIOTIAZ Inspeetor:  [Corece Wilom Date: [IIARTE
Praject Nbe: | 4140117200 Limes Il Miw: | 010 Tom Code: £ 11031 Categoay Nhe: 41
Item Desc: LITTER REMCHVAL Unil Prica: | 34,7500
Supp Desc 1: |
Supp Desc 2|
Qiy Reposted o Date: [ T71ES2  Qty Authorized to Date: [T718 852 Urits Type: [“AT

Tty Installed 1o Date: EEEH Bid Qy: [FEIE R Pay To Plan Gty [
Status: [eive Rty Paid to Dake: TSR Cunent Contract Qy: [FAE0E2
E Tnshaud Flaced Uly. Fous Rumber [T umpll Uzed
Flaces) Wiy | FENTT Flan Page Hb: | 0 Conbiacho; |G CONTRACTIRS INC = FRIME =
Lo g Nbw: [T Location: | Ve | Muasmed Indicator: [
Hlabwn Ulizat Dislarss Shatian Ulist _ histance
Malerial lnsprection Detail
Meterial Component ContLst Matrl Oty Setis? Repr Matrl Oty Heprt Matrl Oty Matrl Unit

This information may be copied using the Edit menu selection at the top of the screen, or, you
may Rclick your mouse and copy. The copied information can be pasted in successive items.

e Click the Save icon.

The details for the item for the period are now saved.

To do another item:
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e Click the Select Work Item

icon and the item grid will appear.

As you enter the quantity for each item, a
check mark will appear in the installed
column. You may change any item until
the DWR has been approved. After a
DWR has been authorized, it may no
longer be changed unless the Diary is
reset to un-authorized.

To make changes to a DWR:

E SiteManager Panel

I ain Parel T Daily Work Reports[+] ]

P 44SHTO Sitamanager
Fle Ede Servioss Window Helb

MRS &em

=4 Daily Work Reports

AT s = Ei04 4 4

WA Inin. Cochactors— Conlrachor Equn. Dhady Sialf Woak lbems T Focodecoinls
Contract 0 FINTIAZ Inapector:  [Conno, Wilkm | Date: [T0TR5
Project | Line ltam | Catagory Supgpilemeelal
Mushet Mussher Humbes Item Code  pescription Inatld Description 1
AT 00 Jner1 Et 41 jownn (REGLLARL ARUE MACHIE) L
AT a0 ETH 42 WowWNG (SLOPE) (]

NTERNEDIATE MACHIE) L

= =

Reference
T ables(DWHR+]

Histary Process List

Contract I [ET07TAZ
ECunlracl D

Inspector [Corecr Wiln

E1D74 - ¥F532334582001. N2

’?Ennlvacl [

E1D74 . WFES2934582001, N/A
kn@7 1, Connar, Wiliam, E1D74

Inspectar

Date

ECunlracl D
ind - Selecti

E1D74

Inspeclor

Date

Z Contiact D
er

. WF532834582001. N/&
kn371we , Connar, Wiliam, E10D74

Find - |

~Date

DWR Date  Locked

Auth Ind
“m—

Note that when you open a DWR the
fields will be white and available for
change by the originator of the DWR.

e From the DWR Tab,
click the DWR £
icon.

e Click the Open
icon to see the
contract list.

e DbIClick the
Contract.

DblClick the
Inspector.

e DblClick the Date.

P 44SHTO Sitamanager
Fle Ede Servioss Window Helb

OIRrY DSSsEdBAm
%14 Daily Work Reports

7 Fowafccounts

DWH I, Coisclots | Conlrsclor B, Dy Slall Wil
Any Other person Combract ID: 1074 Inspector:  [Corr, Wik
; asiti0 swakancger X ate: [ 10075
will see gray = = LT
f_ Id d d ﬁ Dty Work Resrart vl be opered a5 Froed Oy Locked: i Temperature Weather Conditions
Authoneed. fio wh | P2 Aml |
Ields ana a rea Muthonized Dote: (000700 m| T e -
only message. g T ——
Nos Contesctoss On Site: 7 Suspended Time: (] =
Make any changes that are necessary. i S
B
e Save changes when complete. | i
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A tool that may help you to verify that you have entered

the quantities correctly is Preview DWR. Fle Edt Services Window Help
: . —8 - B = & <o [
e Click the Preview DWR icon on the tool bar. IH K2 su ‘ ISIE
By clicking this icon and you will see an
online report that lists the items and Mot | Prior | Pint | Sewp | Zoom | Sovehs | Gose | Rulers
quantities that are on the DWR. Note that o 2
it does not have a total amount for the Item Code: 0711 3 Description: Py'T MESSAGES THERMOPLASTIC

DWR Supp Desc 1:
Supp Desc 2:
Project Nbr  Line Item Mbr  Category  Plan Pg Nbr  Place Qty  Units Contractor ID Meas
Contractor Name

You may use the scroll bars at the right -

1 1 40341817207 we 0005 0532 o 150.000 EA WFGI1056912009
and bottom of the window to view the P e s
Station Offset Distance Station Offset Distance
report From: + 0.000 0.000 To: + 0.000 0.000

The Next and Prior buttons may be used

Item Code: 0711 4 Description: DIRECTIOMAL ARROWS — THERMOPLASTIC
to page forward and backward. Sump Dose -
. Pioject Nbr  Line Item Nbr  Category Plan Pg Nbr  Place Qty  Units Contractor ID Meas:
The Print and Setup buttons may be used | et o
to set up the print parameters and print the
report.

The Zoom button makes the font larger or smaller and the Save As button allows you to save the
report.

Contracts with no existing DWR

Contracts that do not yet have a DWR will not appear | e edt | serices window telo
C s Chrl+Alt-+H |

in the list when you use the Open icon. N I

—

| ——
Process Status
If you need to open a contract that has no existing ©DW sl wokren T TS
. Edit J Wiew Work Ikem Template Data Corl+Shife+T
DWRS Contrac! i
& Equipment: Chrl+Shift+G
R R £ Labaor: Chrl+Shifb+L
e Click the New|[ ] icon on the tool bar A ter Cilt+F
SDMS Chrl+Shift+3 =
H 3 AM
e Select Services > Choose Keys on the menu Stockples S =
£ DWR History Chrl4Shift+D ill P.M
Preview DR Chrl4Shift+y
bar to choose the contract. ‘
Record Fa Infarmation Chrl+Shift+F
Select Force Accourt Chrl+Shift+0 Susg
Mo Daily Staff On Site: v Re
ECunlracl D il
I h I Contract 1D
n this example
e Click Contract ID E1C76-R2. ed: |
 Contract ID
Vendor Description Fed State Proj Nbr Status  County  Lvl2 Lvi3 Lvl4 <]
F592582822004 N/ ACTV  MANATEE o 19 Fi
Vi 1 N ACTV  STATEWIDE 01 192 L
VFES1025063001 N ACTV  LEE oo1% [
VFE33658803001 N ACTV  HARDEE o 1% 6
VFE33601273001 Ni& ACTV  STATEWIDE 01 113 Fi
4 | o
oK | cancel
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A new DWR will open. Proceed to enter

information as described above.

AASHTO SiteManager

File Edit Services Window Help

A =]

Papmentz(+] Orders{+]

EDailyWolkRepons
DWR Info. " Contactos  © Corliactor Equip. Dailly Saff otk Items
Contract ID: [F1C76R2 Inspector: ~[Fonnor, wWillam
DWR Date: | 00/00/00
Locked: fio Temperature ‘Weather Conditions
Authorized: fio High:| P 2 Al I=|
Authorized Date: [J0/00/00 Low:[ 0 =] P |
No Work Items Installed: ¥ Work Suspended: [
Mo Contractors On Site: ¥ Suspended Time: [ 0000 =|
No Daily Staff On Site: [+ Resumed Time: ’Wﬁ
emarks:
B
-]
The Diary
The Diary is the entity SiteManager uses
Main P 1 Daily \wark Reports(+] - -
! : to record time charges and is the
W B ¥ O @\ 0 N—— o the DWR
Cortract ] W Contiactor Change  Accessorissf]  Manusls(+] mechanism T1or apprOVIng the .
Administration(+]

e Use the Open || icon to select
the contract and DWR.

A screen with two tabs will open. The
first tab deals with authorization of the
DWR and the second tab deals with the
time charges for that particular DWR.

SiteManager was designed for traditional
construction contracts, and is therefore
expecting a DWR for each day and a
Diary for each day. The diary would

To access the Diary
Main Parsl | DailpWork Reportst+) | . .
i e DbIClick the Daily Work
Dagp\;\:tosrk [ Diay [T Pracess List Tairer:[EC\?Eq Reports icon on the Main

Panel.

e DbIClick the Diary icon on
the Daily Work Reports panel.

5] A4SHTO Sitemanager

File Edt Services Window Help

IEC LR =]

Authorize ”  Charge

Contract ID:  |E1D74
Diary Date: | 10/10/05 ~ Last Modified User 1D: |

Creator User ID:[kn871wc

Date [DWR Template
0 | ]
- |

Addtl. Weather Descip
Claim |ssues

| |

indicate whether that particular day was going to count against the contract time. A day may be
totally or partially excluded from the counting against the contract time.
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The Authorize Tab

The authorize tab provides the means to authorize the DWR.

To authorize the DWR:

L 44SHTO Sitabnnager

Fle Ede Services Window Help

DRF? D E

e Click the check box
labeled Authorized.

e Click the Save|[d icon.

You may enter comments for the diary by
clicking the comment type (such as
General) and then entering your comment
in the Remarks box.

Authorized

Before you authorize a DWR, verify that
it was entered correctly.

=4 Diary

Conbract 1D E'IIJH
Diary Date: | 10,1005 Laat Modified Uses ID: Creatar Daer 10 End7 Twe

Authorzed | Aulhouzed D ate [DWH 1omplats
9 | | (]

Femarks:

e Click the Preview DWR icon on the tool bar.

This will produce an online report
showing the placed quantities for each
item on the DWR. You may use the
scroll bars at the right and bottom of the
window to view the report.

The Next and Prior buttons may be used
to page forwards and backwards.

The Print and Setup buttons may be used
to set up the print parameters and print the
report.

The Zoom button makes the font larger or
smaller.

=l
Al Wealhe Desuip
Claim lssues
=] =
Errint preview [x]
Mext | Prior | Print I Setup_._ | Zoom... I Save As. .. | Close | ¥ Rulers
| -
23
E 40341817201 we 0005 0532 ] 150.000 EA VF591056912009
- Location: 0001 CITv OF CASSELBERRY
A Station Dffset Distance Station Dffset Distance
4 From: + 0.000 0,000 To: + 0.000 0,000
3
3 Item Code: 0711 4 Description: DIRECTIOMAL ARROWS  THERMOPLASTIC
A Supp Desc 1: fe
3 Supp Desc 2:
3 Project Nbr  Line Item Mbr  Category Plan Pg Mbr  Place Qty  Units Contractor 1D
= Contractor Name
3 40341817201 we 0010 0532 0 1.000.000  EA VF591056912009
9 Location: 0001 CITv OF CASSELBERRY
3 Station Offset Distance Station Offset Distance
9 From: + 0.000 0,000 To: + 0.000 0,000
i -
4 »

The Save As button allows you to save the report to a file on disk.

If all looks well, then proceed with authorizing the DWR.

A DWR cannot be un-authorized if an estimate exists that includes that DWR. To correct a
DWR you must first delete the estimate using the Estimate History screen. See the section on
making corrections after generating an Estimate for more details.

The Charge Tab

The Charge tab allows you to indicate
whether the day is to be charged against
the contract time. If the day is marked as
No Charge or Half day, a Credit Reason
needs to be entered.

P 44SHTO SitaManagar

Fle Ede Senices Window Help
O DT H

i
7 futhoice

Charge:

Contract ID: E1D74

Date: [10/1045

Tolal Nusben of Dsaries. 14
Tatal Diarg Charge Days: 1400

Total Diarg Mo Charge Days: 000

Adi Total Diory Charge Daps: 14,00

=1 Adi Total Diare Mo Charge Days: 000

] Tharge Tredit
Amount Reason

[hage Typpm
= Full Day
 Hall Day
Mo Chage

Credit Reazon

Miztn
Hbe Milestone Description
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For most Maintenance contracts enter one DWR and one Diary when an invoice is received.
This tab may be left with the default value.

To track contract time accurately within the system, you

would have to enter a diary for each day and indicate Fie Edit | Services Window Help
Ch ki CEF 4B
whether that day was to be charged or not. |m e e
. .. IIE]y  Process Status
To preview the DWR and diaries, Previey DU Cirlhiftp

Preswview Diary Chrl+Shift+D
e From the menu bar select Services > Preview Pty Ty e B i
Contragl  Preview Diary and Selected DWR  Ctrl+Shift+5

Diary

Errint preview [x]
Newt | P [ Print | Sewp. | Zoom. | Savess | Close |F Rulers
USER: Connor, Wiliam Department of Transportation PAGE: 2=

DIARY SUMMARY REPORT FOR CONTRACT: E2F22wc
FOR DIARY DATE: 11/2z/2002 LOCKED: NOD

Diary Created By:
Last Modified By: kn371wc Connar, William

DAILY WORK REFORT

You may then review the report.

‘Work Item Information

Item Code: 0711 4 Description: DIRECTIOMAL ARR0WS  THERMOPLASTIC
Supp Desc 1:
Supp Desc 2:
Project Mbr  Line Item Nbn  Category  Plan Pg Nbr  Place Qty  Units Contractor 1D
Contractor Name

40341817201 we 0010 0532 ] 1.000.000  EA F591056912009
Location: 0001 CITY OF CASSELBERR®
Station Offset Distance Station Offset Distance
From: + 0.000 0.000 To: + 0.000 0.000

PRI I I I I T I T T T I T I T T

| [

The Installed Work Report

To read the Payment Reports:
Main Panel I Contractor Payments(+] ]
S S FF W e DbIClick the Contractor
NN =il ... [ Payments | &£ icon on the Main
Main Fanel I « [3 w | Repats (CF+) | Panel.
E[] §§ SRR s e DbIClick the Reports| &
Aasnenst] Teses(Crd icon on the Contractor Payments
Panel.
Main Panel 1 Contractor Pagments(+) T Reports (CP+)
e DbIClick the Installed

Surmmary By Summary By Estimate Activity | EETEERETE Work Suspend!  View Saved

Praject Funding Log Resume Times  Reports [PSA) Work @ Icon On the Reports

Inataled o

panel.
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This report will show the items that have  pFrems=s

B B e reow bek

been entered on a DWR but that have not | a—

s tabied Wi

been paid. It will also show if the DWR = el o

has been approved with a diary. The main || ==~

thing that is beneficial about this report is e

DF Date Ersered By

Deenghen Unit  Uini Price

Catogoey Humber: 0532

that it will show a total dollar amount for

the DWR.

Tty Aepeorted b Date:

H000

PANT MESSAGES THEFMOPLASTIC wam

Gty Anthorired bo Dabe: 100 Oty Irstaliod bo Diabe: (100

This report will list all of the items that
have been entered on a DWR but that

——

have not been paid. It will also indicate if

WD 07 4

Gty Maportnd b aba: 200000

THERMOPLASTIC EA e

Uty Athosirad ta Dste: 005 Gty Aratalind ba Chabn: (1001

they have been approved or not.

O 100800 L'ﬂ

The total dollar amount for the DWR will = :
appear at the bottom of the report.

Ewm BT IATDOUSER bt

Run this report to make sure that the total amount on the DWR matches the amount that is shown
on the contractor's invoice before you generate your estimate.

Contractor Payments

Modifying Contractor Payment Approval Levels

ESiteManager Panel [%]
Main Panel T Contractor Papments(+] ]
& g
5 S m|m U
Contract Daily ‘Wark Change Accessories(+)  Manuals(+]
Administration(+)  Reports(+) " Orders[+]
ESiteManager Panel [x]
Main Panel T Contractor Payments{s) r Reference Tables [CF+) I
Hi ?ﬂnnc m =
Estimate[+] Contract Reports (CP+) Referernce Process List
Adjustments(+] Tables [CP+]
ESiteManager Panel [x]
Main Panel T Contractor Payments(+] T Reference Tables [CP+)

Contract
Discrepancy )
Options

The approval levels for approving
estimates must be changed at the
individual contract level. The
default values are set by the
system and require change before
processing contractor payments.
To do this:

e DbIClick the Contractor
Payments| i icon on the
Main Panel.

e DbIClick the Reference
Tables | #|icon on the
Contractor Payments
panel.

e DbIClick the Contractor
Payment Approval
Levels | #2=| icon.

There are three types of estimates in SiteManager — Progress, Supplemental, and Final. Each
must be set with the appropriate levels of approval, and they must be different groups.
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NOTE: Unless a person is a member of a group
that is assigned to one of these levels
of authority they will not be able to
generate an estimate for this contract.
Nor will they be able to approve an

estimate.

When a contract is added to SiteManager, the
approval levels will be set to the system defaults.
For Maintenance contracts, you will need at least
two approval levels (i.e. Project Engineer and
District Manager) for each Estimate Type —
Progress, Supplemental, and Final.

When generating an estimate, the
user must be logged into
SiteManager under the group
assigned to the first level of
approval for the estimate.

Reminder:

To delete a level you must begin with the highest-
level number (The hierarchical number of the
approval level - the higher the number the higher
the approval authority).

e Click on the Description field of the
highest Level Number. In this example,
level 3 is the highest number.

e Click the Delete | 2 icon. This will delete
both rows of level 3.

e The confirm delete window will appear each time, and it must

be accepted by clicking Yes.

To change the User Group that is assigned to a
level:

e Click the down arrow to the right of the
User Group for that level and select from
the list.

To change the Description for a level:

e Click in the Description field for that
level and type in the new description.

& 44SHTO SiteManager

File Edit Services ‘Window Help

lZle2 DS ad

EApprovalLevels

Contract ID: [E1C76R2 [ROADMWAY STRIFING

Estimate Type: |Progress =

[v Use System Defaults

Level Description

Number User Group
1
|PROJENG =l
2 [Fiesident Engineer
I RESIENG ;I
a [District Manager

| District Manager -+

K& 4ASHTO SiteManager

File Edit Services Window Help
T ]

EApprovalLevels

Conbract ID:  [E1C7ER2Z |[ROADwAY STRIFING

Estimate Type: |Progress hd

¥ Use System Defaults

Level Description
Number User Group
1 |FE
I PROJENG |
2 [Fresident Engineer

District Manager -

&1 445HTO SiteManager

File Edit Services Window Help

LI T

Eﬁppru\rﬂl Levels

Contract ID:  [E1C76R2

Estimate Type: |Progiess VI

|ROADYWAY STRIPING

Description
User Group
1 [Freiect Engineer

|MA\NT DO USER -

2 [District manager

Level
Number

[Maintenance Estimate Approval Group -
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These levels and descriptions will appear on the
Estimate Approval screen when it is accessed.

Note that the approval levels for progress,

supplemental, and final payments are groups that

are assigned to Maintenance users.

To save the changes:

e Click the Save | [& icon.

Generating an Estimate

&1 445HTO SiteManager

File Edit Services Window Help

LI T

Estimate Type: |Final 'I

Eﬁppru\rﬂl Levels

Contract ID: [E1C76R2

|[ROADMWAY STRIFING

SileMﬂnager Panel X
Main Panel Cantractar Papments(+] ]
i [
S5 S @ o
Contract Daily \work Change Accessores(+]  Manuals(+]
Administration(+]  Reparts(+) Orders{+]
SileMﬂnager Panel X
Main Panel Contractor Payments(+] Estimate(+] |
J & l a -
E stimate[+] Contract Reparts (CF+)  Reference Frocess List
ESﬂeManager Panel XI
Main Panel Conlractor Payments(+] 1 Estimatel+)
o
@ 0o LT
Estimate Estimate Estimate ltem  Estimate Item  Estimate History Estimate
_ Summary Discrepancy Detail Paybook Approvval
Estimate Estimate:
Rejection Tracking

At the Contracts Selection panel,

e DbIClick the contract you want.

The first thing that you will need to do
before you generate an estimate is to,

e Enter the appropriate ending date
for the estimate.

For Maintenance contracts, enter the last
date of the period of work included on the
contractor's invoice. For instance if the

Level Description
Number User Group
1 [Preject Engineer
IMA\NT DO USER ;I
2 [District Manager
IMAWT D0 APPLICATION MANAGER LI

After all of the DWRS have been
entered and approved for the

period, you may generate an
estimate.

e DbIClick the Contractor
Payments| ££ icon on the
Main Panel.

e DblClick the Estimates
icon on the
Contractor Payments

panel.
e DbIClick the Generate
Estimate |24 icon on the

Estimates banel.

%]
@ Contract
Find: ||
- Contract
Contract ID Vendor ID Fed State Proj Nbr  Slatus County Lvi2 Lvi3 Lvl4 Loc: =
ET1E3E-RO YFE92010352001 N/& ACTV U-ﬂ m 19% Mechaical Swee\_‘
ET1EI7-A0 ik ACTY m 19
Y/FRA2334582001 0751 1241 ACTY 13
E1E43 /FR92982056004 HNib ACTY m m 10
ETE44 4/FR92982056004 it ACTY 18 m 108
4] |
0K Cancel

invoice was a quarterly invoice and began on 07/01/05 then the End date would be 09/30/05.
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e The Begin date will default to be the day

File Services ‘Wwindow Help

after the last estimate's end date. For the

|me2|D s g

first estimate, the Begin date will be set to
the Notice to Proceed date (which should —
. Contract ID [E1D83-R1 Last Estimate Number: 002z
be the date time began) Generate Estimate Humber: | 0023
~Date Type
e Make sure that Progress is checked Begin: 575755 & Progiess
(unless this is a Final estimate). e « Fina
{ Supplemental
. October 2005
e Do not check the Delay Generate field. (snrwirs
The estimate number that you are about to create '_ I Deloy Gereration
will be shown in the Generate Estimate Number W
field. When all of the fields are correctly filled,
e Click the Generate Estimate ii icon on the Tool bar.
After you click the Generate Estimate icon, you will get a message @ ol sulbmitted 10 BACKGND

indicating that your job has been submitted.

e Click ok.

You will get two other message boxes indicating that your process
has been submitted, and the last one will tell you that your process @ L e

has completed.
e Click yes to these two boxes as well

After the estimate is generated, a mail message will
those persons who are authorized to approve the esti

Please see section entitled Mail to review reading mail.

Contract Adjustments

ESiteManager Panel n
Main Panel r Cantractar Papments(+] ]

Cantract Dailp work
Administration(+]  Reparts(+)

Change  Accessories(+]  Manuslsi+]
Orders(+]

5 B <2 @ @\ O

ESiteManager Panel ﬂ
Main Panel T C r Contract Adjustments(+] |

Estimats{+] T Ficpors(CP+l  Feference  ProcsssList

Tables [CP+]

Client Job Monitor

be sent to
mate.

@ Profile QCPINTESA for process SMBAPP has completed

Adjustments apply to specific
estimates must be entered after an
estimate is generated and before
approval. To enter an adjustment,

e DbIClick the Contractor
Payments|i4 icon on the
Main Panel.

e DbIClick the Contract

B
Liquidated Cantract Time Line Item
Damages Adjustments Adjustments

Main Parel 1 Contractor Payments(+] | Contract Adiusiments(+)

Adjustments |£7| icon on the
Contractor Payment panel.

e DblClick the Contract
Adjustments icon on the
Contract Adjustments panel.
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[Edauthorized Contract List [x]

@Eor\lvacl Id

e DblClick the contract you need.

Find |
~ Contract
Contract ID Vendor ID Fed State Proj Nbr Statug County Lvl2 Lvl3 Lvl4 Loce ~
E2F14 WF533691269001 Mis ACTY % 02 214 FROM MELROSE
E2F16 WF593319961001 Mis ACTY 98 02 210 District Wide
E2F20 WF592098662012 0954116/ ACTY ki 02 216 FROM FROM FLA’
E2F21 MNi& 72 02 234 1-295 AT SR15/U¢
o i few | Jenous

E2F25 MNi& 98 n2 23

g |

If you try to choose a contract that has no

Contract Adjustments

pending estimates you will get this message. 1

for Contract = E2F25

Gk 0N 10 SEIECT 3NOTNEr CONMTACT O CANCEl 10 0058 e WINGoW

To enter the adjustment, F3A5HTD Site™onager
Fle Edit Services Window Help
e Choose the Adjustment MRE? FSIES P
- - Et:nntract Adjustments
DeSCI’I ptlon, Descriptions " ProjDistibution
- Contract ID: IW
e Enter the Adjustment Amount U
Mbr Date Amount
and, oo | | |
e Enter the Remarks (Optional).
. . Entered Date: [T1/06/03 User ID: [kng7Twe Est. Nbi: [0002
The Adjustment Amount may be pOS|tlve Adjustment Description: [Damage Recavery =1
) Adjustment Amount: (E000T0
or negative.
. A Remarks: [Contractor damaged traffic signal controller LI
e Click the Save icon. o

Retainage

When selecting Retainage note that there s -
are two choices Cash Retainage o

il R e gHES

Withheld and Retainage (Non Sysytem).

% For mainenence contracts choose Bk 0 FERE
Retainage (Non Sysytem) using B B et
positive or negative amounts, as
applicable.

% The system will NOT S e b SRR
automatically restore the amount i A
retained in a subsequent payment. - .
If it is to be paid, it will have to be E

manually entered as a positive
adjustment to a later invoice.

The Proj Distribution tab allows you to distribute the adjustment across projects if there are
multiple projects on the contract.

If there are multiple projects, assign the Distribution Percentage accordingly.
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To add another adjustment

e Click the New|[] icon on the tool bar.
Enter retainage or other matter as appropriate.
To delete an adjustment,

e Click the Delete | zj icon on the tool bar.

You will be prompted with a delete confirmation window.

e Click the Save|[d icon to save Bl usmosrimec
these changes. DRE? CSSIRB

#= 4 Contract Adjustments

" Descriptions ProiDistbuin |

Contract 1D EOEERAD

quu|dated Damages Eitinote —Entered Adgustment Description Nmk  User ID Adustmert
Liquidated damages is a special type of
adustment. Always use Liquidated
Damages (Maint use ONLY) Tt T om F e
iption: [Licus Pant Uze OMLY) =|

Enter the amount and any remarks mment st (500

Hemaiks. j
Estimate Verification and Reporting =

Before approving the estimate at the first level, always verify that the estimate amounts are
correct.

Several reports and screens available display estimate information. These are available from the
Estimate panel.

The Estimate Summary
. . tain Panel T Contractar Payments{+] T Estimate[+]
One on-line screen that you will be = _ - —
2 & ’
interested in is the Estimate Summary. bererce [ Eumeiz  Esimainlion st lom Esimle ity Estinle
Estimate Discrepancy Detail Paybook Approval
To see the on-line version i
Estimate: Estimate
H - Rejection Tracking
e DbIClick the Estimate Summary
54 icon.
@Eor\lvacl EZE92-R0
Estimate
e DbIClick the Contract you want.
Find - |
~ Contract
Contract ID Vendor ID Fed State Proj Nbr Status County  Lvl2 Lvl3 Lvl4 Loce ~
E2F14 WF393691269001 Mid ACTY 76 02 214 FROM MELROSE
E2F16 WF393318951001 Mid ACTY 98 02 210 District Wide
E2F20 VF392098652012 0954116l ACTY e 02 216 FROM FROM FLA
E2F21 WFES0332212001 Nid 1-295 AT SR15/UC
[VF! 182056001 ACTY 92
E2F25 F292854300001 Ned ACTY 98 02 238 FROM PRIMARY |
il | _’I_I
0K Cancel

Reference Manual for Maintenance Contracts - SitteManager Release 3.6a Page 46 of 114



DblIClick the Estimate Number
you want.

This screen will show you the dollar
figures for the estimate you chose.

The other version of this report is the
Contractor Summary report, which will
look very similar to the on-line Estimate
Summary screen.

Estimate Discrepancy

The Estimate discrepancy features are not
in use for Maintenance Contracts.

Estimate Item Detall
To access the estimate item detail,

e DbIClick the Estimate Item
Detail |f2) icon on the Estimates
Panel.

e DblClick the contract.

E2F22

Contract
@ Estimate

Period
End Date
02

Estimate
Number

Net Pay

£

2!

PH
User ID

h6.770 70[08/23/02 Jnt2 10

1

P
Appr. Date

2 kn371we
03/13/02 Imt210j

Last Appr.
Date

Last Appr.
User ID

Est
Stat

5. 03413702 [aPRY
|00z $320,341.16[08/03/02 [me210j [8/25/02 [t (08703702 [PRv
oo0z 22,958 21(08/07/02___|we210j [oer2z/02 210 (08722702 [sPRY
o007 $206.623.89/05/31/02 2103 87220z AT [08722/02 [arRv
i3 Cancel
FJaasHTO siteManager
Fle Edit Services Window Help
=L T == ]
EEstimate Summary
Contract ID: [E2F22 Estimate Nbi:  [0005
Previous This Total [$)
Estimate(s) ($) Estimate ($) To Date
Item Earnings: I 4687037305 | 000 [ $670,373.05
Participating: [ 000 | 000 | $0.00
HNon - Participating: | FEEEET | 000 | $870,373.06
Retainage: [ $000 | $000 | $0.00
Stockpiled Materials: | 000 000 | $0.00
Incentive: [ 3000 | 000 | $0.00
Disincentive: [ 000 | 000 | $0.00
Liquidated Damage: [ 3000 | $000 | $0.00
Other Adjustments: [364.079.09) 64 079.03 $000
Paid To Contractor: | $806295% | $6407308 [ $870,373.06

u

|_Defir:ieanaymlls: [~ Civil Rights Rpt. Deficiency: [~ ltem: [~ Other: ™

Subcontractors Paid - [~

ESiteManager Panel [ %]
I zin Panel T Contractor Payments(+] T Estimate[+]
& L [ ¢
Generate Estimate: Estimate Estimate ltem  E stimate: History Estimate:
Estimate Summary Discrepancy Paybook Approval
i

Estimate E stimate

Rejection Tracking
7= Contiact
Find - |

- Contract

Contract ID Vendor ID Fed State Proj Nbr Status County Lvl2 Lvl3 Lvl4 Loce
E2F20 WF532095652012 03541161 ACTY 7 0 218 FROM FROM FLA
E2F21 01 WA CHPL 72 02 23 1-295 AT SR15/L¢
Eore T N 72 T ) 0
E2F25 VF532854300001 N ACTY EX] 02 23 FROM PRIMARY |
E2F37 VF351035114001 N ACTY 72 02 208 FROM ST. JOHM |
E2F38 VF533476170001 (S ACTY 78 02 216 FROM 1-95/5R-9 ¢
4| _"_I

oK Cancel
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This screen shows the items that were on
the estimate, or if there is no pending
estimate, you may review the job to date
data.

Estimate Item Paybook
To access,

e DbIClick the Estimate Item
Paybook| g | icon on the
Estimates panel.

e DbIClick the contract.

¢ DblClick the Financial Project
number.

EJaasHTO sitemanager

Fle Edit Services Window Help
| ER? S|
EEstimate Item Detail

Estimate Mbr- IELL

Conbract ID:  [E2F22

Poject  Lingltem  ltem Item G Installed  Amt Installed _~

Nbr Number Code Description To Date To Date
4[I341 817201 0005 0711 3 P&WT MESSAGES THERKOF 58.000 E EB3.E

E ] 631,000
40241817201 0oms 0711 61 GUIDE LINES [THERMOPLA 192,000 96.C
-
< | 7]
Quantity Amount
Bid: 1.676.000 51,926.00 Unit Price: 31.00000
Current: 1.675.000 51.925.00 Unit of Measure: EACH
Pending CO: 000 oo

Motified Qtp: 1,675.000 51,925.00
Projected Qty: 1.675.000 51.925.00

Installed To Date: 1.831.000 5B.761.00
Installed This Est: N/A N7A
Paid Previously: N/A N/A
Pay This Est: N/A MN/A

Paid To Date: 1.831.000 56.761.00

eManager Panel [x]

M ain Panel Contractor Payments(+] T Estimate[+]

lnl¢

Generate E stimate Estimate Estimate Item (il E timate History Estimate
Estimate Summary Discrepancy Detail Approval
W

Estimate E stimate

Rejection Tracking

[Fdselect Contract and Line Item [%]

7= Contiact
Line ltem

Find - |
|- Contract
Contract ID Vendor ID Fed State Proj Nbr Status County Lvl2 Lvl3 Lvl4 Loce
E2F20 WFRA20986E2012 0954116 ACTY 8 n2 218 FROM FROM FLA
1-235 AT SR16/U¢

E2F21 WFBRD332212001 Wb CMPL 72 02 294
ACTY gL 02 10
n WA ACTY k13

38 FROM PRIMARY |
WE3E1035114001 WA ACTY 72 02 208 FROM ST JOHM |
WFG33476170001 N ACTY 76 02 216 FROM 1-95/5R-3 ¢

o

ct Contract and Line Ttem [%]

Contract E2F22

Line Item

Find - ||
(- Line Item
Contld  PiiNbi LnltmNbr Item Cd Desc -]
[E2F22 4031 817201 0015 orit 51 GUIDE LINES (THERMOPLASTIC) (WHITE) J
[E2F22 40341517201 0020 o1 s 2 GUIDE LINES (THERMOPLASTIC) [ YELLOW)

TRAFFIC STRIPE SHIP (THERMOPLASTIC)(\/\HTE)

E2F22 40341817201 0025 0711 31

0 SHIP (THERM C
[E2F22 40341 317201 0035 or 33 TRAFFIC STRIPE SKIP (THERMOPLASTIC)  (AHITE)
[E2F22 40341817201 0040 0711 34 TRAFFIC STRIPE SKIP (THERMOPLASTIC)  (YELLOWAY)

i | iy

Reference Manual for Maintenance Contracts - SitteManager Release 3.6a

Page 48 of 114



This screen shows item details for all
estimates processed to date.

Estimate Tracking

To access Estimate Tracking,

e DblClick the Estimate Tracking
5| icon on the Estimates panel.

This screen will show the status of the
estimate and any levels that have been

FJaasHTO siteManager
Ele Services Window Help

ARl ? & e

Estimate Item Paybook

Contract ID:  [E2F22 PriMbr: 40341817201 Ln Itm Nbr:  [0030
Pri Cat Ln Itm Item Item
Hbr Mbr  Nbr Code  Description
[0532 [003 |
| i
Estimate Period  Approver  Approval Total Amt. Adjmnt [+] Adjmnt [-]
Nbr End Date User ID Date
0001 05/31/02  mt2105 08/22/02 7.024.96 .o 00|
09/05/02 0 sy o 0]
0004 08/23/02  mt2105 19,098.82 .o .an|
SiteManager Panel [ x|

I gin Panel T Contractar Paymente(+] T E stimate[+]

s B L 7 ¢
Generate Estimate: Estimate: Estimate [tem  Estimate Item  Estimate History Estimate
Estimate Sumrnary Dizcrepancy Dretail Paybook Approval
=21
il
Estimate
Rejection

¥ aasHTO siteManager

File Services Window Help

ERlTY &=

ap p roved . Estimate Tracking
Contract ID: [E2F22 Estimate Nbr:  |0002
Date Time User ID
Generated joesz2/02  [03:37:05 [rot21 0
Project Eng. |UB/"29/"E|2 |1 42473 |mt21 Ojj
District Manager (ETTETZ (SRR E] [rt210;
The Summary by Project Report
Main Panel 1 Cortractor Papments(+] ]
& o) g To run this Summary report,
Cantract Daily work. Change Accessoies[+]  Manuals(+]

Administration(+)  Fleports(s] Orders(+]

e DblClick the Contractor

Funding

Summary By Estimate Activity Installed Work Work Suspend?  Yiew Saved
0g Resume Times  Reports [FSR)

Payments| ££ icon on the
Main Panel T C P [+] T Reports (CP+) | Mai n Panel
Botmatels) | Convect | IGETIRIERIN Peforence  FrocessLi e DblClick the Reports
.
Main Panel T Contractar Payments(+) T Reports [CP+) ICOn on E ! ContraCtor

Repoh [CFs

Payments Panel.

e DbIClick the Summary by
Project | icon.
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e DbIClick the contract you want.

e DbIClick the estimate you.

The top of the report provides general
contract information and gives the pay
period for the estimate. It also shows the
Estimate Number.

If you scroll down you will see the
estimate figures.

Notice that these figures are the same as
what you saw on the Estimate Summary
report.

If you scroll down some more you will see
totals by item.

The reports may be printed on paper by
clicking the Print button on the Tool bar.

Contract ID Yendor ID Fed State Proj Nbr Status County Lvl2 Lvl3 Lvl4 ;I
E2F20 WF592098662012 09541161 ACTY 78 0z 216 FROI
WVFEB0332212001 72 0z 254 |-295
WFG91056912009 9 0z MNOM
WF530554002001 78 0z 214 FROI
VFEI1434864001 72 0z 208 FROI
WF592854900001 98 0z 238

FROI
| _>l_I

I Generate Dff-line File
™ Generate Off-line Print

0K Iﬂalamelelsl Eancell Help |

Period Date

Estimate
Nbr End Date  Generated

08/09/02 08/22/02
08/07/02 08/22/02
08/23/02 09/03/02
09/10/02 09/19/02

[oerzzmz ez |

Generated By
User ID

b2 05
b2 05
b 2105
b 2105

" Generate Dff-line File
™ Generate Off-line Print

0K Iﬂalamelelsl Eancell Help |

FassHID Stemanager
B Bt Seece fredow b

CAF? SOES + 4
- Progact

Susmmaey iy Progect
Zoom: 1005 | Copien: [T 4 |

T stmate dgnresd

Praject Huster T

Fedeesl Slate Project Husber: Nis

Total ta Dab Frev o Date. Thin Estimate
Pasticipating 000 $0.00 000
Kon Pastecpatng $A0E 20081 T4 000
Total [ asninga 00E51 T £00.a5 M 40,00
..... et s s s o
lissas Laiming 0 T4 0 T4 0w
Payment Adprriment | 000 $0.00 000
Papmert Adpistment T 000 000 000
gt Aot e s L
Dites Adserts i paari s
Hetamags 0w 00 $0m
Exciom Amoerd. 000 $0.00 000
eouitans Encumbored oo 000 0
Lig D am/ncent Thai ncend 30X 301 00
T smomnse swaamio
[Ir—— s
—
oaty Erm BT Ewan bl |
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The OOC Report

The OOC (Office of Comptroller) report
is the actual estimate to be submitted to
the Finance Office with the Contractor's
Invoice for payment.

To run the OOC report, access DOTNET
and TSO

e At the Ready prompt in TSO, type
TSM.

e Type A on the Option line.

e  Press <EnTer>.

You may enter as many control cards, as
you want. Enter the Card ID, the Contract
Number, and the Estimate Number in the
appropriate columns.

e Toadd anew card, enter “A” in
the SEL column.

e To change an existing card, enter
“C” in the SEL column.

e To delete a card, enter “D” in the
SEL column.

e Press the PF3 key to submit.

NOTE: For renewable contracts,
you must include the "-RO", "-R1" or "-
R2" extension to the Contract Number.

This screen contains the parameters
necessary for the job to run and the
parameters for the print destination.

o Enter the parameters desired.

e Enter 'sub’ on the COMMAND
line.

=1 x|

LTIV =] | (PG |k

KNS 1WC. SPFLOGE. LIST has been deleted.
READY
(tsm

Ttz hasdot state (s HostAccess, EN Enterprise RequestTon{ig.as febiies =% 2DVANTAGE + ACTI - Microsolt ntemet Ex SEIET)
B [ e ook Qorewcon (peors GgTo  Fpeomer Heo

ik - 4 - QD A Dsewch ifwene: Gueds 3| S 9

A [ ) hurss e ot 1nate. 2 +BETIVE T
TEH S R (e® PES
——————————————— TRNSPORT INTERFACE TO (PES,LAS,SITEMANAGER,DS5) ---------=----=
OPTION ===> A_

RODUCTION - IMSA USERID = KN971wC

INTERFACE MENU DATE = 02/11/20

TIME = 11:06

A - SITEMANAGER PAY ESTIMATE (SITEMANAGER)
B - ADD-REFRESH TRNSPORT PROJECTS (PES,LAS)

C - ADD-REFRESH TRNSPORT VENDORS (PES,LAS)
0 - FTP PAY ITEM HISTROICAL PRICES {Dss)

X - EXIT
Z - I0F (VIEwW JOBS SUBMITTED) * ANY QUESTIONS, CALL YOUR DISTRICT TRNSPORT *
* COORDINATOR OR CENTRAL TRMSPORT COORDIMATOR *

SELECT OPTION AND PRESS 'ENTER' KEY
Fl=HELP F2=SPLIT FI=END F4=RETURN FS=RFIND Fl=RCHANGE
Fl=up F8=DOWN FO=swaP F10=LEFT F11=RIGHT F12=RETRIEVE

s HietACTess, ENLL Erbenpirise Reuest Config.asp TWebifes = et A0VANTAGE + ACTI - Mo NEIET|
Be [t e Tock Corvecten (ptors 0o To Pt beb =
ik - % - QD) A Dsewrh iFmome: Pieds |- S Y

At [(g) hurse ot 1zt 2 +BETIVE vt =] ¢Go | Uk ™
T EH S LR ed 9ES

_________________ TRNSPORT INTERFACES TO (PES,LAS,SITEMANAGER) Row 1 to 1 of 1

A - SITEMANAGER PAY ESTIMATE

THIS PROGRAM PRINTS THE PAYMENT ESTIMATE REPORT FOR CONTRACTOR PAYMENTS.

IT IS RUN AT THE MAIN DISTRICT OFFICE BY MAINTENAMCE AND CONSTRUCTION.

**NOTE: MULTIPLE CONTROL CARDS ALLOWED.

*SENTER CONTRACTZ , ESTIMATE# AND PRESS ENTER FOR JOB CARD.

PF3 SUBMIT  PF4 MAIN MENU  PF7 PAGE BACK PF8 PAGE FORWARD

SEL= A(ADD} C(CHANGE) D(DELETE) CONTROL CARDS. CARD ID = ANY UNIQUE CHARACTERS

TRAINING
SEL  CARD ID CONTRACTE ESTIMATE# CONTRACT

- 01 E2F22 0001
sottom of data

Fl=HELP F2=SPLIT FI=END F4=RETURN FS=RFIND Fl=RCHANGE
Fl=up F8=DOWN FO=swaP F10=LEFT F11=RIGHT F12=RETRIEVE
Ttz hasdot state (s HostAccess, EN Enterprise RequestTon{ig.as febiies =% 2DVANTAGE + ACTI - Microsolt ntemet Ex SEIET)

P [t Vww Tooh Connecton Cotorn GoTo Faert Heb
ik - % - QD) A Dsewrh iFmome: Pieds |- S Y

Ak [ ) bz e ot 1nate 2 +ACTIVE

T EH SR e PR
————————————————————— JOB CARD INFORMATION{MANDATORY) -----==-========-m-memen
COMMAND =====> sub
ENTER THE FOLLOWING: EXAMPLES:
USERID ===> KNITIWC A RD99UXX

ACCOUNT NUMBER

PROJECT REQUEST NUMBER 333444666

ROUTE PRINT LOCATION DIST3, LTONTTXX
JOB CLASS 2,5,7,8,9
MESSAGE OUTPUT CLASS ACPRINT), alLl)
FORMS :

14 x & 1/2 GREEN BAR STANDARD
14 x & 1/2 GREEN BAR 2-PART

|

| ENTER |

14 % & 1/2 WHITE 3-PART | kS |

& 1/2 ® 11 WHITE LETTER SIZE | FOR |

& 1/2 ®% 11 LASER PRINT (DIST 1,4) | ForM TYPE |

& 1/2 % 11 LASER PRINT (CENT OFC) |===mmmmmaaa |

NUMBER OF COPIES ===> 01

LAST NAME ===> CONNOR_ PHONE ===> 414-4138 BIN ===>

ENTER SUE ON COMMAND LINE AND PRESS ENTER KEY TO SUEMIT JOB

Fl=HELP F2=SPLIT FI=END F4=RETURN FS=RFIND Fl=RCHANGE

El=up F8=00wN F=sWap F10=LEFT F11=RIGHT F12=RETRIEVE
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Press <Enter> to submit the job.

SILIET|

Select Option Z to go to IOF to -3 eaeoous

Tt ] e |k

............... TRNSPORT INTERFACE TO {PES,LAS,SITEMA  JOB KNS71WCA SUBMITTED

- OPTION ===> Z
review yOUI’ Output PRODUCTION - IMSA USERID = KN971wC
INTERFACE MENU DATE = 02/11/20
TIME = 13:10

OI’ A - SITEMANAGER PAY ESTIMATE (SITEMANAGER)

B - ADD-REFRESH TRNSPORT PROJECTS (PES,LAS)

C - ADD-REFRESH TRNSPORT VENDORS (PES,LAS)

D - FTP PAY ITEM HISTROICAL PRICES (Dpss)

Select X to exit.

- EXIT

Fl=HELP F2=5PLIT
E7=UP E&=DowN

Approving an Estimate

EsiteManager Panel

Contract

Administration(+]  Reparts(+)

Main Panel 1 Coniractor Paymenis(+) )

F 4 © m o

Dl wiork Change  Accessories(+]  Manualsfs]

Orders(+]

ESlteManager Panel

Main Panel Contractor Payments(+) I Estimate(+] |

|§IWI

Estimatef+) Contiact  Repots(CP+)  Reference  Process List
Adjustments[+] Tables (CP+]

ESiteManager Panel

Z - I0F (VIEw JOBS SUBMITI'ED) * ANY QUESTIONS, CALL YOUR DISTRICT TRNSPORT *

CCORDIN.F\TOR OR CENT'RAL TRNSPORT CCORDINATOR

SELECT OPTION AND PRESS 'ENTER' KEY

FI=END F4=RETURN FS=RFIND Fl=RCHANGE
F=sWap F10=LEFT F11=RIGHT F12=RETRIEVE

After all estimate reports have been
reviewed the approval process
begins. When an estimate is
generated the appropriate groups
will be notified that the estimate is
awaiting approval.

To access contracts that you need
to approve:

L ; Mampm.l . C.Pi : .E} e DbIClick the C_ontractor
[t e s L et Payments| 24 icon on the
& Main Panel.
o T e DbIClick the Estimates
o icon on the Contractor
Payments panel.
e DbIClick the Estimate
Approval || icon on the
Estimates panel.
You will be presented with a list of 59 Setect Contracustinate
contracts that have an estimate waiting to P —
be approved.
* DbIClick the contract. I
NOTE:  You must be logged in to L mammu »
Sievanager ncerthe Grovp | [ Sk £ 4§ oi: Ed
assigned to the first level of J | o[
approval or you will not be able =

to access the contract.
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The Approval Levels presented are based
on the contractor approval levels that
were set up for this contract.

FJaasHTn siteManager

Fle Services Window Help
I ? Deeyd

You will be presented with the level for
which the group you are logged in under
is authorized.

Contract ID:  [E2F22 Estimate Nbr:

0005

Generated By: Imt21Uii On: |US./‘19."D2 |0811:U4:34EUD Type: FROG

~Approval Levels.

Project Engineer | r [ooso0/00 [o0i00.00 [

District Manager |

NOTE: Once an estimate has been
approved by all of the levels it
is considered “paid” and NO
changes may be made to it (it
cannot be deleted) or the
Diaries and DWR that make up

the estimate.

FJaasHTO SiteManager

Fle Services wWindow Help
TR 1]

To approve the estimate:

Contract ID:  [E2F22 Estimate Nbr:

IUUDE

Generated By:lle]Uii On: |UBNBJU2 |08:11:U4:343DU T_vpe:IF'HDG

e Click the check box by the level
you want to approve.

=aApproval Levels

Approval must be done in level order.
When you click the Save icon, the system
date will be entered as the Approval Date.

Project Engineer I

District Manager I

e Click the Close|@¥| icon.

The estimate has been approved at one
level and an email is sent to the next level indicating that they
may approve approve the estimate. This process will continue
until all levels of approval have been reached.

AASHTO SiteManager E

° Motification was sent to District Manager

e Click ok to close the message box.

Rejecting an Estimate

SiteManager assigns a staus to the estimate depending on the level of approval completed. The
status are:

PEND - Pending. No approval has been completed.
INAP — Inapproval. One or more levels have been approved, but not the final level.
APRV — Approved. All levels of approval are complete.

MINM- Minimum. The estimate total is less than the system default for the minimum
amount to be paid. (Currently set at $100.00.)
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If errors are detected on the Estimate it may be rejected until it has been approved at the final
level. Once it has been approved at the final level the estimate can no longer be updated or
rejected. If an estimate is approved by one or more levels of approval, (INAP) it can be rejected.

To access contract estimates that are to be rejected, you must be logged in to SiteManager under
the Group that is next in the hierarchy above the Group that acted on the last level of approval.

e DbIClick the Contractor
e uaw cd[é ) - Payments| ££ icon on the
cm . B | B e oy ‘ Main Panel.

Administration(+]  Reports(+] Orders(+]

e DbIClick the Estimates
Main Panel T Contractor Payments(+] I Estimate(+] | iCOn On the
;E%"_ & il = Contractor Payments
stimate]+] AmES’iEji; Repaoits [CP+) TE:EEIP‘E‘EA Process List
panel.
Main Panel 1 Contractor Payments(+) T Estimate(+] A .
L Ve e DblClick the Estimate

— Ghae S obn Coa he e DR Rejection || icon on the

Estimates panel.
Estimate
Tracking

To reject the estimate
e Enter a Reason for Rejection and

e Click the Save icon.

When the rejection is done, all of the prior
approvals will be re-set and an email
notification will be sent to indicate the
estimate was rejected.

Again you may not reject an estimate

EEY AASHTO SiteManager

File 3Services ‘Window Help
ElEE DSE M|
E Estimate Rejection

Contract ID: [E4DSE-RO Estimate Mbr: IDDDE

Generated By: Ikn41 2 O |D1 20404 |1 5612412500 Type: IF’F!DG

Ppi

Project Engineer |D1 A20/04 |1 5:54:43 |kn41 2ic
D4 Dffice Engineer |D1 £22¢04 |1 51325 |cn408hh

Est Approval Group

Reaszon For Rejection:

Excessive item overuns ;I

AASHTO SiteManager

° Motification was senk to the User{s) Associated with the Approval Process of this Estimate.

once it has passed the final level of approval.

An estimate must be set to rejected before it may be deleted, if it has been approved at any level.
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Making Corrections After an Estimate is Generated

If you have generated an estimate and have begun the approval process and you find that there is
an error in one or more of the DWRs that are included in the estimate there is a series of steps
that you must follow in correcting and re-generating the estimate. After an estimate has been
approved at the highest level (APRV Status) no changes may be made.

Step 1: If the estimate has been approved at any level you must reject it. This will

automatically re-set all other levels of approval. If it has not been approved at all
you may proceed with Step 2.

Step 2: The estimate must be deleted.

NOTE: You must be logged into SiteManager in the Group assigned to the first level of
approval and have authority on the contract to delete the estimate.

Deleting an Estimate

Deleting an estimate is a process
| oo ) performed at the security group
5 S kL level that created the estimate. It
saviarseny oont [ iy is accomplished from the
P SitoManager Panel Estimate History screen.
Main Parel [ P ] Estimatel+]
5 il : “ e DbIClick the Contractor
PPl i Payments| i£ icon on the
Main Panel.
Han Pard] T Couesarmman [ Eatimate(s)
L : L 2 e DbIClick the Estimates
[ e R rtia e e 4 bl i icon on the
A Contractor Payments
B B panel.
— o DbIClick the Estimate
History|[=}| icon on the

Estimates panel.

EJ aasHT0 SiteManager
Fle Services Window Help

L=l e

Fdestimate History

e Select the Contract and Estimate

Contract ID: [E2E45w/ Descriptionl: [CONCRETE DITCH REPAIR
you want to delete :

Estimate Met Pay Period PH PH Last Appr. Last Appr. Est

. . Humber End Date User ID Appr. Date User ID Date  Stat

e Click the Delete | &g/ icon on the [ $3050000 [ Twooor =~ lovoomn
0002 $42.000.0004/15/02 kn371we 01/03/03 kn371we 01/03/03  APRw
aoat $44.000.0003/31/02 kn371we 01/03/03 kn371we 01/03/03  APRW
ool par.
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Step 3: After you have deleted the estimate, you may go to the appropriate diary for the
DWR that you want to correct and un-authorize the DWR.

Step 4: Make the necessary changes to the incorrect DWR and save.

Step 5: Re-authorize the corrected DWR(S) via the Diary.

Step 6: Re-generate the estimate.

Step 7: Review the estimate for correctness.

Step 8: Begin the estimate approval process again and continue as normal.

Change Orders

Change Orders are a means to make various changes to a contract after it has begun. The term
Change Order in SiteManager encompasses several types of contract changes. There are Change
Order types that represent minor changes to the contract. There are Supplemental Agreements
that result in significant changes to the contract that may alter the scope through changes to Pay
Items; add or delete Pay Items, or add a new Project to the contract. Then there are time
extensions that may not affect the scope of the work to be done, etc.

ESiteManager Panel [ x]
Main Panel r Change Orders(+]

&‘@QE

Contract Draily Work
Administration(+]  Reports(+]

Contractor
Payments(+)

Accessories(+]  Manuals(+]

N Fepoils (CO+]  Process List

Main Panel T Change Orders[+] r Change Order Maintenance(+] I
i

Fdsitemanager Panel [x] L]

Change Order Header

To create or update a Change
Order:

e DbIClick the Change
Order & icon on the
Main Panel.

DbIClick the Change

M ain Panel Change Orders(+)

T Change Order Maintenance(+]

T

Order Maintenance

;
G E [E i
#5571 icon on the
Change Order  Change Order  Change Order  Item Summary Slgnature Page Change Order =
o It Explanati R /
— T e oo Change Order Panel.

Tracking

If you have been working with a contract,

th i . Cartract 1D EBE17-R2
e header W|Il_de_fault to that contract. If ’»f—n
there are no existing Change Orders, a

blank record will be presented with a CO

[ Select Contract and Change Order

e DbIClick the Header
icon on the CO
Maintenance Panel.

Number of 001.
If you want to work with another contract

e Click the Open|&|icon on the J

Fed State Proj Nbr

\/F 32783003
WF232332783003
WFE93315421001
WFEE0829357006
WFET0874665001

Status

ACTY
ACTY
ACTY
ACTY
ACTY

County Lvli2 Lvi3 Lvli4

_ME-

97
86
-
92

DB 853
0g 854
0g 854
08 a54

ZONE 3
ZONE 3

INLINE i@ |-595 IN_‘

SIGNING UPGRAL

URFACING [MP 1

»

tool bar.

DK Cancel

Reference Manual for Maintenance Contracts - SitteManager Release 3.6a

Page 56 of 114




If Change Orders exist for the contract,
and you want to add another one,

e Click the New|[ icon.

e Enter a Description of the Change

Ol’der. Contsact 10: FET7RZ OO Mumber: i ['r'.L"'.Z'“"'"« m::;.: \xm_]
£ Camatod by [Cires, Wilkien o [l

e Choose a Reason Code from the
list box at the down arrow.

e Choose a CO Type from the list
box at the down arrow.

|n-m--k«|L Fosce Account| |

There are six Change Order Functions. T

Fe Servies Widon Felp
ERER DSSTR=F

More than one may be checked. B

e Select the appropriate functions by
clicking the check boxes.

If you are adding additional items to the ::....,T;: — ]
contract with this Change Order then E.EM“"' 3

Extra Work must be checked. If you are T e o
changing the quantities on existing items

then Overrun/Underrun must be checked.

If this Change Order is adding time to the contract then the Time Adjustment must be checked.

The Status of the Change Order may either be Draft or Pending. Draft means that the Change
Order is being created or edited. Changing the Status to Pending puts the Change Order into the
approval process and means that it may no longer be modified.

e Save the Change Order by clicking the Save |[& icon on the Tool bar.

Setting the Override for Change Order Approval

For Maintenance contracts, override the system defaults for Change Order Approval level. To
do this the Change Order Header must first be created and saved in Draft Status. The Override
Approval Rules check box may not be updated until the Change Order Header has been saved.

To set the Override Approval Rules box,

return to the header. BREE DS E=r
=T
e Click the Override Approval

Rules check box.

e Click the Save|[d icon to save the T e —
Change Order Header. o ot P o

The section entitled Change Order
Approval will give the details on setting
up the approval levels.
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Adding a Project

ESiteManager Panel [ x]

Contract Admiristation+) 1

If a new project is to be added to a
Main Panel [ | contract, add the project level
S [E information next:

Daily wiork. Contractor Change Accessonies(+]  Manuals(+)
Bl Feportsi+)  Papments(+] Ordersf+] .
e DbIClick the Contract
| Administration | icon on
“ the Main Panel.

e DbIClick the Contract

E SiteManager Panel
Main Panel

Reference:
Tables[Ca+]

Contract Administration(+) | Coniract Fiecordsl+)

J
W

Cantractar Reports [CA+]  Process List
Management{+)

ESiteManager Panel [ x]

Main Panel 1 Contiact Adrmiristationi+] | Contract Records(+) Reco rd S I conon th €
) - I B Contract Administration
_ ] Fropots  Categories ltems Conlract Conract D35 Conlracts
Funding Auithority Panel .

e DbIClick the Contracts
icon on the Contract
- Records Panel.

This will open a list window that will ~|lsEI

allow you to choose the contract that you v o E—
want to work with.

B Select Contract Project

Find - |

bl I' k h ~Contract ID
i D C IC t e ContraCt endor Fed State Proj Nbr Status County Lvl2 Lvl3 Lvl4
03 a 19

& APM in
WF341337287001 NA ACTY Thema & RPH in —4
E1EH WFEH2934582001 0751 124/ ACTY 0z o 113 Interstate 75 medic
E1E42 WFES1836740001 NA ACTY o7 o 108 REPAIRS TO THE
E1E42 WFE92982056004 NA ACTY o o 108 placing thermoplas
E1E44 WFBS2982056004 MNi& ACTW 16 m 106 thermoplastic braffic

In this example the Contract ID will be
E1E37-RO.

| | »

0K Cancel

If the County associated with the new CETET
project does not preexist on the contract f 22 0232Q|RE=4
add |t nOW 7 Descipion  ©  Loceton | PameniDats © CrscalDates PrimayPercnnel | Prime Contiacir | DOE Commt Trah'mn' 1
e Click the Location tab. e T P e e
T T — ResidYard: BT Field : __Funding

Progruss Sched | Vasiance Pet.| 00 i
Deese: [THERMOPLASTIC & TRIFING & rMADLS 1 AFMS REMOTVAL
Time Charges: [CALENDAR DAY BidDaye[ %5 Bid Amt: TR0
Contract Type: Martenance Conact ™ Frad Mwersight
Wik Type: [Marienarse lte ™ Local Dversight
Propossl Fund Type: [

Spee Ve[ 00 Unit System: [Frgih Suppl Spec Bk Y[ 2004 ARID:

Wage
Decision:

Decan Descaplion

‘Waye Decison 1D L ‘Wa Deen 1D
0000 m
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e Click the Contract County panel

e Click the New Page icon
to create a new location.

e Click the Hourglass in the new
data row and select the desired
county. In this case select LEE.

e Click the Floppy Disk icon
to save the data.

e Click the Close Folder icon
to close the Contract screen.

The new County has been associated to
the Contract.

e DbIClick the Projects |g@? icon.

The Projects Folder will open. Note that
the Contract Id, Spec Yr, and Unit
System are filled in.

At this screen fill the following fields:

Project Nbr Fed St Prj Nbr
Description 1 and 2  Status

Auth Pay Limit Prj Type
Work Type Road System
Location 1 Latitude
Longitude

P 44SHTO Sitamanager

Fle Ede Services Window Help

MER? DD 0D

el

T Descipton  Location  PameniDals ~ CricalDabes ' Primaiy Peizcnnel | Prme Contiaclo ~ DDE Comm# | TramngPlen

Contract ID: ETETTH0
i heirc & 1

Location: 1PH in Okeechobee Courid
I
Begsamne [ ting ¥ emini: [ o Houe Mbc |
Erwd Sta Nb: | Erad T mmini; 000000 00 Highway M. |
Raad Spstem: [Spaos =1 Highway Types [Space: =l
Town: [
Contisct County Primary County

P 44SHTO Sitamanager
Fle Ede Servioss Window Helb

DM E D g@ |2

el

T Descipton  Location  PameniDals ~ CricalDabes ' Primaiy Peiscnnel ' Prime Contiaclo ~ DDE Comm# | TramngPlen

Contract 10: [ETEZ-HD

Location: [Themma & T in OFeechobes County

I
Beg StaMbe[ B Teamini: [E0000 000

Aot Mbe [
EndStambe[ End Teaming [1oo o Highway Nhe: [
Road System: [5pace: =1 Highway Type: [poces =]
Town: [
Contract County Pramary County
[DFEETHNEEE fe

E SiteManager Panel ll
Main Panel T Contract Administration[+] T Contract Records(+]
=
m 9 =
Contracts :Cls Categaories Items Contract Contract D55 Contracts
Funding Authority

File Edit Setvices Window Help

¥ AnsHTO SiteManager

Description i Caunties T Adjustment [ndices

Contract ID:  [E1ES7-RO

Praject Nbr: 777777777} Fed St Pri Nbr: | A Ry I
Description: | Spec Yi: [2000
Description: | Unit Sys: [English
Status: [Spaces ] [ Complete Auth Pap Limit: 5000
I~ Release Retainage Acct Prj Nbr- l—
Prj Type: [Spaces x| Work Type: [Spaces | Suface Type: Im
Route Nbr: | Sect Mbr: | Road System: [Spaces =]
Road Name: |
Location: | Engr Pet: [0.0000
Location: | Work Site: [Spaces =
Beg Sta: Beg Termini: Latitude: |0
End Sta: End Termini: Longitude: |1
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The completed detail would be similar to
this.

e Click the Floppy Disk | [&| icon
to save the data.

e Click the Counties tab

At the Counties tab,
e Click the desired county
e Click Add

The selected county will move to the right
panel.

e Enter 100.00% if all of the work
for this project will be in the
selected county. Otherwise divide
the work appropriately.

e Click the Floppy Disk|[& icon
to save the data.

e Click the Close Folder |z icon
to close the screen.

Project Funding
e DbIClick the Contract Funding

¥ AASHTO SiteManager

File Edit Services Window Help

Projects

Description Counties Adiustment [ndices

Contract ID: [E1E37-RO

Project Nbr- [11260617201 | Fed St Prj Nbr: [N/2
Description: [NFDES FOND FEFAIRS
Description: [ENVIRONMENTAL ACTION

Status: |SWARDED -

Alt Prj 1D: |
Spec Yr: [2000
Unit Sys: [English
Auth Pap Limit: 100

Acct Pij Nbr:
Prj Type: [Mairtenance Other x| Work Type: [Mairtenance Othe x| Surface Type: [Spaces -1

[ Complete
| Release Retainage

Route Nbr: | Sect Mbr: | Road System: lm
Road Name: |
Location: COUNTWwIDE| i Engr Pek: [0.0000
Location: | Work Site: [Spaces =
Beqg Sta: l— Beg Termini: l— Latitude: lﬂ—
End Sta: l— End Termini: l— Longitude: IU—
AASHTO SiteManager

File Edic Services MWindow Help
LRI ]

{ Drezcription Countlies b Adjustment Indices |

Contract ID: |E1E37-R0

Project Nbr: Itﬂ 260617201 Fed State Project Mbr: |Nf’A
Description: [NFDES POMD REFAIRS EMVIRONMENTAL ACTION

Location: [COUNTYWIDE

Available Counties Project County Proj Len %

OKEECHOBEE

Add Al ->>

<- Remove

i

<<- Bem All

#ASHTO SiteManager

File Edii Services MWindow Help
DEE? D =Sy |

i Description Counties Adjustment Indices

Contract ID:  |ETE37-RD

Project Hbr: |4'| 2B0E17201 Fed State FProject Nbr: |N.-’A
Description: [NPDES POND REPAIRS ENYIROMMENTAL ACTION

Location: [COUNTYWIDE

Available Counties Project County

Add All ->>

<- Remove

<<- Rem All

i

SiteManager Panel il
| M ain Panel T Contract Administration(+) T Contract Records[+]
g T
w 9 -
Cantracts Prajects Categories Itemns Cantract DSS Cantracts
Autharity
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e Click the New Page icon
to create a new data row in the
upper panel.

e Click the down arrow on the
Project Number field.

e Click the new Project Number.

e Click the down arrow on the
Funding Source Code field.

e Click Part.

e Enter Source Participation
Percent of 100.

e Enter Priority Order of 1.

NOTE: This is a project level entry.
Do not enter values for

L 44SHTO Sitabnnager

Fle Ede Serwoes Window Helb
MmO s g e

®4 Contract Funding

Contract ID: [ETETTT

Conlraet 10 Pugest Calegosy Line les Funding Funibing Soune Dezcaiplmn Fronily Sowe Parle-
Mumber  Mumber  Mumber Source Code Orderpation Percent
TR0 290317201 PAR Eaticipain 100

Project Number: [§123031 7200

Funding Souce Code: FATT — Funding Source Description: [XEFREN
Cateqory Number: Sowce Participation Pescent:| 100 Priority Ordes: [ 1
Lines Ilem Numlsar: =

e
Local Agreement Nb: [i :
Frd/State Project Nhe: [

Unsginal Cap Am: [T Prov Eslmates Ant Used: | (1]
Currunl Cap Aml: [ Cunnent Estmate At Used. | FriEFd

L 44SHTO Sitabnnager

Fle Ede Serwoes Window Helb
MmO s g e
®E4 Contract Funding

Contract ID: [ETETTT

Conlraet 10 Pugest Calegosy Line les Funding Funibing Soune Dezcaiplmn Fronily Sowe Parle-
Mumber  Mumber Mumber Source Code Order pation Perc
EIEITAD 41280317201 FAAT Faticipating 1 100

Projet Humber: [E— - |
Funding Source Code: =] Funding Source Description: [

Category Number: Source Participation Percent: [ 0 Priorty Order: [ 0
Lirns Herm Humbser: Combine: [T Lie fiom Code
Local Agreement Nb. i ©) Froposd Hum
FedfState Project N (®) Hone
State Accounting Code: Reloted Item: [
Staste Fundirg Code: Progizal Line Hbr: [

Unsginal Cap Am: [ Prov Eslmates Ant Used: | (1]
Currunl Cap Aml: [ Cunnent Estmate At Used. | (1]

Category Number or Line Number.

The completed screen will look similar to
this.

e Click the Floppy Disk icon
to save the data.

e Click the Close Folder icon
to close the screen.

ﬂ_r._.-.s.mu SiteManager

Fle Edt Srvces Window el
ORER DGSg@=
ﬂﬁm'urw:r. Funding

Oiiginal Cap Ame| G0 Prev Estinstes Amt Used [ 000
Cumond Cap Amt:[ 070 Cusent Esiimate Amt Usedt | 1]
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Add Categories

e DbIClick the Categories|&J icon.

Complete the following fields as a
minimum.

Category Number
Catg Wrk Cls Type

Desc
Fed Wrk Cls Type

The completed Category information
would be similar to this.

e Click the Floppy Disk|[& icon
to save the data.

e Click the Close Folder|tZ icon
to close the screen.

This completes the creation of the project
level information and the creation of
project categories. Proceed to add all
Items to the new Project and Categories.

Change Order Items

You may add or update Change Order
items by

e DblClick the Change Order
Item|[£] icon on the Change
Order Maintenance panel. (Your
Change Order header must have
already been created.)

If you are going to change the quantities for existing

items, your Change Order Header must have
Overrun/Underrun checked.

SiteManager Panel

X|

| Main Panel T

Contract Administration(+] T Contract Records(+)
= 8
i ;
Contracts Frojects Categories Items Contract Cantract D55 Contracts
Funding Authority
] 44SHTO Sitebanager

File Edt Services Window Help

E Categories

Contract ID:  [ETESF-AD

Category Number

PCN: |41ZEDE1 7201

Description

Wark Class Type

CagNbr:| Fed St/Pr Prj Nbr: | B
Dese: | Length: [0000
[ Width: [000
Catg Wik Cls Type: [Spaces = BridgeID:| | EnmPetfo0
Brdg Type: Bpaces
Fed Wik Catg Type: [Spaces | Brdg SpanNbr:| Ad Sect Nbr:
Fed Wik Cls Type: [Spaces - Brdg Length: [0000 Hey Nbr-[
Suppl Wik Cls Type: [Spaces =] Brdg Width: [0000 Hwy Type: [Spaces -

Beg Sta Nbr: Beg Termini: Unit Nbr:
End Sta Nbr: End Termint: |

Desc: |

4

) 44SHTO Sitebanager
File Edt Services Window Help

E Categories

Contract ID: E1E37-RO PCN:

Category Humber
St

41260617201

Description

‘Work Class Type
A WATER MANAGEMEN

Catg Mbr: [0458 Fed SUPr Prij Nbe: [N7A -
Desc: [Ftomwater Management

_________________________ | Lengh [T
Width: [ 0000
Catg Wik Cls Type: [STORM WATER M v Bridge ID: Engr Pct[00
Brdg Type: [Spaces
Fed Wik Catg Type: [Spaces | BidgSpanNbe[ RdSectNb:|
Fed Wik Cls Type: [Manienance | Brdg Length: [0000 Hep Nbi:[
Suppl Wik Cls Type: [Spaces =] Brdg Width: [0000 Hwy Type:[Spaces ]

Beg Sta Nbr: Beg Termini: Unit Nbr:
End Sta Nbr: End Termini: |

Desc: |

ESiteManager Panel

Main Panel T Change Orders(+) T Change Order Maintenance(+)

EEl Change Oider  Change Order  Item Summary  Signature Page  Change Order
Time Explanations
Adjustments

Iterms Review /
Approve

Tracking

[ AASHTO SiteManager

File Edit | Services Window Help
JI (LW Choose Keys  Chrlalt+k
REmatks 2R
Genenc Fields  ChrlsAli+G

f Change

Process Status

MNew CO Itern  Chri+Shift+N
Cont ID: 7 - ooz Project Nbr: |
Line Item Mbr: I Item Code: I

SR E—
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If you are going to add new items then your Change Order Header must have Extra Work

checked.

If the screen does not open with the
desired contract and Change Order,

e Click the New Page| [ icon on
the tool bar.

e From the menu bar, select
Services > Choose Keys.

At The Select Change Order Items screen,

e Click Contract ID in the upper
panel

e DDbIClick the proper contract in
the lower panel.

e DbIClick Change Order.

The Change Order Items screen will
appear.

Changing Existing Iltems
If you are updating the quantities on

existing items, you must first choose an
item. To do this,

e Click the New Page | [ 7 icon on
the tool bar,

e From the menu bar, select Services > New CO Item.

This will open a list of the existing items
on the contract.

e Scroll down the list to pick the
correct FinProj Number and Item.

e DbIClick the Item you want.

[ “hange Order Item [ %]
@E act D E2F22
Change Order
Find : |
~ Contract ID
Contract ID Fed State Proj Nbr  Status County Lvi2 Lvi3 Lvl4 Loce ~
e o [z | fienious
E2F23 N& ACTY 7 02 214 FROM 1-95
E2F24 WFES1434854001 NA ACTY 72 02 208 FROM
E2F25 WF592854300001 NA ACTY 98 02 238 FROM PRIMARY |
E2F37 WF351035114001 NA ACTY 72 02 208 FROMST. JOHN |
E2F38 WFES3476170001 NA ACTY e 02 218 FROM 1-95/5R-9 ¢
o | _’I_I
oK Cancel
[Edselect Change Order Item [ %]
Contract D E2F22
[ Changs Dider
Find : |
~Change Order
CO Nbr Type Status Description Entered By
Suppl Increase quantity of white skip line striping
«| »
oK Cancel
EJaasHTO sitemanager
Fle Edit Services Window Help
|EmE? Deeyd
Et:hange Order Items
g Change Order Item Mew Contract [bem
Cont ID: |E2F22 CO Nbr: [002 Project Nbr: |
Line ltemMbr: [ ltemCode: [
Unit: Unit Price:
Item and Supplemental Descriptions:
Change Order Item Description:
Quantity Amount ‘
Contract Bid: | 0.000 [
Approved Change Order: | 0000 |
Current Contract: | 0,000 [ 1
Pending Change Order: | 0000 | ‘
This Change Drder: | 0.000 | ™ Force Account Item
I |Line Item Nbr: [N=5 Item Cade- 0711 33
[Fdselect Contract Ttems [%]
7= Contiac Items
Find - |
~ Contract Item:
Project Nbr Item Item Code Description =
Mbr O
40341817201 o020 0711 62 GUIDE LINES (THERMOPLASTIC) (YELLOW)
40341817201 TRAFFIC STRIPE SKIP (THERMOPLASTICIWHITE]
40341817200 0030 071132 TRAFFIC STRIPE SKIP (THERMOPLASTICIYELLOW)
40341817200 0035 071133 TRAFFIC STRIPE SKIP (THERMOPLASTIC]  [WHITE]
a | _l‘I
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The Item description will be entered
automatically. The field labeled Change
Order Item Description is similar to
Item Supplemental Description, and not
required.

e Enter the quantity change (+ or -)
in the This Change Order field.

e Click the Save |[& icon to save
this record.

After clicking the save icon, the amount
field is calculated and entered by
SiteManager. If a negative quantity is
entered, the amount will be shown as a
negative amount. For positive quantities
entered, the amount calculated will be a
positive amount, as seen here.

To enter additional items,

e Click the New Page | [T icon on
the tool bar,

e Click Services > New CO ltem.
e Choose the item.

e Enter the change.

EJaasHTO sitemanager

Fle Edit Services Window Help

| mE? D E

" Change Order Item

Mew Contract Item

Cont ID: [E2F22 CO Nbr: 002 Project Nbr: [10347817201
Line ltem Nbr: [I025 ltem Code: 07111

Unit: lm Unit Price: IEMEDW

Item and Supplemental Descriptions:

[TRAFFIC STRIFE SKIF [THERMORLAS TICIwWH)

Change Drder ltem Description:

Quantity Amount
Contract Bid: | 105.000 | $48,300.00
Approved Change Order: | 0.000 | $0.00
Current Contract: | 105000 [ $45.300.00
Pending Change Order: | 0.000 [ $0.00
This Change Drder: | 400.000 | 40.00 [” Force Account Item

EJaasHTO sitemanager

Fle Edit Services Window Help
| mEr? Dew s E

" Change Order Item

Mew Contract Item

Cont ID: [E2F22 CO Nbr: 002 Project Nbr: [10347817201
Line ltem Nbr: [I025 ltem Code: 07111

Unit: lm Unit Price: IEMEDW

Item and Supplemental Descriptions:

[TRAFFIC STRIFE SKIF [THERMORLAS TICIwWH)

Change Drder ltem Description:

Quantity Amount
Contract Bid: | 105.000 | $48,300.00
Approved Change Order: | 0.000 | $0.00
Current Contract: | 105000 [ $45.300.00
Pending Change Order: | 0.000 [ $0.00
This Change Drder: | fon.ong [ $184.000.00 [” Force Account Item

Continue until all items for the particular Change Order are entered.

Adding a New Item

To add a new item to the contract
(remember that "Extra Work" must be
checked on the Change Order header),

e Click the New Page| [ icon on
the tool bar,

e Click the New Contract Item
tab.

Fill these fields in sequence.

1. Choose the Project Nbr from the
list box at the down arrow.

P AASHTO SiteManager
File Edit Services Window Help

IELEFIEET-E =]
B Change Order items

|

Change Order Ikem New Contract Item

Contract ID:  [E2F37wb Change Order Nbr: 001

Line ltem Nbr: || ProjectNb: [ | CategoyNbe|
ltemCode: | UnitsTwpe: | SpecYear|
Description: |
Maj | Specialty: [~ Status Typez [
Unit Price: [ s.00000
Proposal Nb: [ Related Item: | =
Critical: [~ Pay Plan Qty: [ Suppl Desc Req'd: [~ Material Discrepancy Adi:I—

Supplemental Descriptions:

2. Choose the Category Nbr under which you want to add the item.
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3. Enter a Line Item Nbr for the

- - Contract
new item. This must be a e
- [Z= Conbiactltem
number that is not already used.

Find : |
[~ Contract Item

E2F22
40341817201

If you need to find the line number

Proicct Nbr Category Nbr Line Nbr Item Code Description Supplemental Descri| ~
e . 403181720 0532 w05 07113 TRAFFIC STRIPE SKIP (THERMOPLASTICIWHITE)
Structu re, minimize the Change Order 4034181720 0532 0030 071132 TRAFFIC STRIPE SKIP (THERMOPLASTICKYELLOW)
! 4034181720 0532 w035 071133 TRAFFIC STRIPE SKIP (THERMOPLASTIC)  [wHITE] J
H 4034181720 0532 0040 071134 TRAFFIC STRIPE SKIP (THERMOPLASTIC)  [YELLOW)
screen so that yOU may come baCk tO |t, 4034181720 0532 0045 07113561 TRAFFIC STRIPE SOLID (THERMOPLASTICIWHITE) (6
403181z 0532 050 0711 3581 TRAFFIC $TRIPE SOLID (THERMOPLASTICIWHITE) [ 8]

.

and .| |

e ] « DbIClick the Contract

Main Panel T Contract Administration[+) ] Ad m i n iStrat i 0 n @
e o & 2 a . .
85 S @m X icon on the Main Panel.
C Draily work Fipeline(+] Contractor Change Civil Rights(+) I aterials
@] Feports(+] Payments[+] Orders(+] tdanagement(+]

DblClick the Contract
Records icon on

e T
e y |

Main Panel T Contract A i ] Contract Recards(+] I
== _
i | i the Contract
Toestan ) Administration Panel.
X
I ain Panel T Contract &dministration(+] T Contract Records(+) o Db I C I ICk I te mS
P Hijgstane -
E @ g 5 p icon on the Contract
e Contracts Milestones Projects Categories Ezgg;c;t ,E\S{;:é?iﬂ ReCO rds pan e I .
Sthedula = —
&g B .
Key Dates Checklist Checklist Event Permits Correspondence PFlan Stockpiled
Scheduled Dates Log Discrepancies I atenals
Events
e

e Click the New Page |[ icon on the tool bar,
e DbIClick the Project.

e Scroll down the list until you find

the area of interest.

% File Edit Services Window Help
=L

Changs Oderltem

Recall that Line numbers at both the
Financial Project Number and the

Mew Contract Item

Lo . ContractID: [EZF22  Change Order Nbr:  [00Z
Contract ID were initially set at intervals
of 05 at the time the contract was e o . PR [T ot i ]
advertised to permit later additions. T e
Maijor ltem: | E::::r pecialty: 7 Status Type: [
You may enter the Item Code by Unitpioe [
Propasal Line Mbr: [~ " 705 b e | =

performing a search for the item. To
search,

e Rclick the Item Code field and
select Search.

Ciitical: [

Pay Plan Qty: [

Supplemental Descriptions:

Suppl Desc Req'd: [~

Material Discrepancy Adj:l™

NOTE: Typing the Item Number in the field may provide a valid item, but not the correct spec
year. Spec Year has been eliminated in the Department's master Pay Item file, but it is
still a required field in SiteManager.
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This will open the master item list and
you may then use the Filter,
Find, or Sort functions to find
the item you are looking for.
To do this, Rclick any record
and these options will appear.

To use this filter,

AASHTO Sitedanager - [Change Order ltems]

4B Fle Edit Services Window Help

OEE? DSy E O

e Click the Add button to add a row to the filter.

Enter the appropriate selection criteria. For example,

Spec Year = 2000 on the first row

e Click the Add button to add a second row to the

filter.

The criteria could be Short Description, Like, and SKIP.

" Change Order Item Mew Contract ltem
(Canf Seﬂrch Window
liem Code  Spec Year Shoit Description -
o 7 1381 PAVT MARKING REMOVE ~ THERMOPLASTIC sF
073076210 1391 CASING STEEL [JACKEBORE] (18") LF —
071591130 1331 LIGHT POLE COMP HIGH MAST [Fl) (130° EA &3 =
D83 [LIGH e T (7 EMOVE 1207 Ex |
071591160 1391 LIGHT EA ]
0715411112 1991 LIGHT  show Detalls A ALUMIN 2 EA —
OR4 922 1991 WELL _IAMETEH LF
07113561 1391 TRAF ' " STCIWHIE') LF
in v
«| Sark | »
Srisisn || =]
Di: Adi:[
Supplemental Descriptions:
[
[
Bewercatenn ]
Finld Condilin Valug Juin Insent
[ — | - =l Add
Hemuve
Cleas
Lust
Load...
Save...
nk
Cancel
Malp
[ e |
Finld Condilin Valug Juin Insent
[Specvem =lI- 1 | E Add
Hemuve
Cleas
Lust
Load...
Save...
nk
Cancel
Malp
[Bleater crteriatewbiter |
Finld Condilin Valug Juin Insent
[Specvem =l =1 feo [en =] Add
Sl Desapton =] Juke =] [srH
[5t = | oI | -
Cleas
Lust
Load...
Save...
nk
Cancel
Malp

Filter Message [ x|

e Click the ok button at the right hand side of the window

to process the filter.

Specified fitter will returmn 2 rows
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The filter at right will search for items matching the = E X -|

Item Code  Spec Year Shart Description Unit  Su)
two criteria. A message is returned that says the T e T

filter found two rows that match the criteria.

e Click ok.

e DbIClick the Item you want. [0k | concel

The details associated with the item
. :
are now filled in.

File Edit Services Window Help

=L =]

You must enter a value in the Unit
PI’ICG fleld Contract ID: [E2F22  Change Order Nbr:  [003

. . . . Line Item Nbr: [3026 Pooject Nbr: [037817201 =] CategoyMbr[52  v]
If the contract is for a single Financial Units Type: FROSSMIES — Spee e 000

. escription: |_
Project Number enter the Proposal o R St
Line Number using the same number e

Pmpn:-a-lLine (= Related Item: | — _;l
as the Llne Item Number If it |S n0t, “DE:ememamemimim{ Pay Plan Qty: [ Suppl Desc Req'd: [~ Material Discrepancy Adj [~
assign a Proposal Line Number 1

consistent with the original Contract

Line Numbering.

] AASHTO SiteManager

mREZ D ssaD]
To enter any remarks you have about the |2 Eaua

7 ChangeOiderltem  Mew Contract Item

Change’ (Optional)' P Remarks (General Remarks] :

El

e Click the Remarks|{J icon on

Line Item Nbr: 0025 |
the tool bar. em Coder [T

Description: [SKIP |
e Enter any remarks you may need. e | =l
Proposal Line Nh;: ooz Related Item: |

. - - |
[} C||Ck the Remarks ICON a_ga”'] to Critical: [~ Pay Plan Qty: [~ Suppl Desc Req'd: [ Material Discrepancy Adj:[”
close the window. |

Supplemental Descriptions:

P AASHTO SiteManager

To enter the quantity for the new item, megin e adc]

:
e Click the Change Order Items — e
tab Cont ID: [E2F22 CO Nbr: 003 Project Nbr: 40341617201

Line Item Nbr: |0026 Item Code: [0709711 1

Unit: [GROSS MILES L!nif Price: [fE50000
° Enter the Change Order Item Iltem and Supplemental Descriptions:

ﬁ(IP TRAFFIC STRIPE [2 COMP] [wH/BLACK)
Description.

Change Order Item Description:

e Enter the Quantity.

Contract Bid: 0.000 $0.00

Approved Change Drder: 0.000 $0.00
Current Contract: 0.000 $0.00
Pending Change Drder: 0.000 $0.00

This Change Drder: 0.000 30,00 [~ Force Account Item
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After you have filled in these values,

e Click the Save [ icon to save
this record.

Change Order Explanations (Optional)

To access Change Order explanations,

e DbIClick the Change Order

I A4SHTO SiteManager
File Edt Services Window Help

BRr? 0O 9 d

¥ Change Order tems

Change Order Item Mew Cortract |tem
Cont ID: |E2F22 CO Nb: 003 Project Nbr: |40341817201
Line Item Nbr: 0026 Item Code: [070377 1
Unit: [GROSS MILES Unit Price:  |$5.50000

Item and Supplemental Descriptions:
|SKIP TRAFFIC STRIPE (2 COMP) [#/H/BLACK]

Change Order Item Description:

Quantity Amount
ContractBid: [ G@id| @
Approved Change Order: [ 0000[ 000
Curtent Contract [ o0ooo[ 000
Pending Change Order: [ 0000 3000
This Change Order: | 400000 [ 3000 [~ Forcs

e Account Item

FJaasHTO siteManager

Ele Edit Services Window Help
Il ? Do w H

Eﬂhange Order Explanations

EXplanation iCOI‘l on the Contiact ID: [EZFZ2  ChangeOrder Nbr:  [00Z  Status: [DRAF
Change Order Malntenance panel |cenera|cmngeomerExplanaﬁuns Ll

You may enter various explanations.

The first is a general explanation
applicable to the entire Change Order.
You may either type the explanation or
choose a standard one from a list.

Begin by choosing a description that
applies to your change with respect to
affecting a single Item, or all Items.

e Select from the list box at the
down arrow.

e Click the New Page|[ ] icon.

e Inthe right panel, click the
FinProj Number.

Seq. Nbr. Std CO Expl ID Type  Date Applied

EJ aasHT0 SiteManager

Fle Edit Services Window Help

mRE? 0Fs 3]

El::hange Order Explanations

Contract ID: |E2F22 Change Order Mbr: IDDZ Status: IDRAF

General Change Order Explanations
General Change Order Explanations

Applied to Specific kems
Applied to All Line tems

FlansHTo SiteManager

Fle Edit Services Window Help
|ZRE? D S

Etlhange Order Explanations

Contract ID: |E2F22 Change Order Nbr: 002  Status: IDF\AF
r - - -
| Applied to Specific Items Ll

Change Order Line Items

Seq. Nbr. 5td CD Expl ID Type Date Applied E Project  Line Item Addition;
I i | S ——)

4031817200025
4031817200026
! | o
‘ Pick 5td Exp. ID or Enter Text Below
I Ve | »
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¢ In the lower left panel, place your
cursor on the window titled Pick
Std Exp or Enter Text Below.

e When the cursor turns to a
magnifying glass, Rclick Search.

F aasHTO SiteManager
Fle Edit Services Window Help

Bil?2 0O@F=dd
(:hange Order Explanations

Contract ID:  [E2F22 Change Order Hbr: 002  Status: |DRAF
|Explanaliuns Applied to Specific ems ﬂ

Change DOrder Line Items
Seq. Mbr. Std CO Expl ID Type Date Apphed Proje ne ltem Addition.
I " E@a0z4181 7200035 I
4034817200025
4034817200026

(]

F

n Enter Text Below

=

RN |
B search window [x]
Explanation ID Explanation Text B
[o7E Material/Suppliers no longer availabie o.
] Special Events or Excessive Traffic Cong J
TE] Conflicts between Contractars resuling
Db I C I H k h I H [ioT Hecessary pay item(s) not included
o ICK the explanation you want to use. i ez s st
104 Incanect method of measurement or payme...
108 Conflicts resulting from discrepancies, .
106 Inaceurate lacation, size, identificatio.. J

The standard text is now added in the
Text Box at the bottom of the screen.

You may also add an explanation that is
particular to a specific item.

e Place your cursor in the text box,
and type your explanation.

e Click the Save [ icon to save
this record.

Corcol

B AsHTO SiteManager

Fle Edit Services Window Help
BiE? D=
(:hange Order Explanations

Contract ID: [E2F22 Change Order Mbr: 002  Status: |DRAF
|Explanaliuns Applied to Specific tems d

Change Order Line ltems

Seq Nbr StdCO Expl D Type  Date Applied E Project Line ltem Addition.
I e R

0341817200025
4034181 7200026

< |+
[0} IPick Std Exp. ID or Enter Text Below

MNecessary pay item([s]) not included. J

N |

EJaasHTO sitemanager

Fle Edit Services Window Help
Bil? Dewd
E:hange DOrder Explanations

Contract ID:  [E2F22 Change Order Mbr: 002  Status: |[DRAF
‘Explanalinns Applied to Specific kems j

Change Order Line ltems

Seq. NMbr. Std CO Expl ID Type Date Applied E Proj
‘TM x

402418172(0025
4024181720 0026

Line Item Addition.

< [ 2]
Pick 5td Exp. ID or Enter Text Below

Type any explanation needed. =l

= 2
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Change Order Time Adjustments

Time adjustments are a special type of

Change Order. While there are three Moia Parel Y w0l ) Change Order Maintonance(s
types of days which SiteManager
Cll Change Order  Item Summary  Signature Page  Change Order
E#planations Review /

recognizes Available Days, Fixed Date, e
and Calendar Date, all Maintenance = |
Contracts are to be Calendar Day Tracking
contracts.

Apprave

When a time adjustment is to be made, computes the end date for the contract based on the
number of calendar days allocated for the changed work. You will enter the Time Adjustment
Days, and the system then computes the completion date.

NOTE: The completion date for the contract will NOT be adjusted until the Change Order has
been approved.

Only one adjustment to the contract completion date may be entered per Change Order.
Text explaining reasons for the time adjustment may be entered.

Time adjustments may only be entered
while a Change Order is in Draft status. SRS,

Bl Edt Services Window Mo
ERRY Do g

Since this is a Calendar Day in the lower |
panel,

e Click the Contract Completion
radio button Comect0: FFE—— | Comge Ol T

Adpsted  Adjustment  Adjustment Eaplanation

e Enter the number of days in the

Time Adjustment Days field.
e Enter an appropriate explanation. B — ¢ wtomt
Eaplanatun
The system will calculate a new Contract ‘
Completion Date.
Change Order Approval S
_ B ‘s tindow
To begin the Change Order approval DRE? OSSI@=E
process,
e Set the Change Order Status
field to Pending, on the Change
Order Header. See the section on e |
Change Order Header for EI;“[;;%‘“,,,M.M [ e
- - Descriplion: Jreieave guartty of whis e ine thong
Instructions. R I“;“i:”m ]I
[+ Dverride Approval Rukes I Emergency Wk
e Click the Save & icon to save R l’;'['m"“"",':'f"f’,f::“‘"‘ e Fns—
. . ™ Time Adgstment T F ol Quatin 0 Amount: [T
this record.' The foIIowmg g
message will appear asking to you

if you want to change the status to Pending.
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e Click Yes if you do, or No if you do not.

When you click Yes, you will be
presented with a window to set up the
Change Order Approval.

This window will open if you selected to
Override Approval Rules.

NOTE: If you do not see this window,
cancel out, return to the Change
Order Header, and set it back to
draft and then check the
Override Approval Rules box.
Then change the status to

Pending again.
To add a level of approval
e Click the New Page/|[ ] icon.

e Select a group by clicking the
down arrow for the Groups for
Approval field and clicking the
group you want.

e Select a user from that group.

To select a person from that group,

e Click the User Id down arrow and select the person. Only one person

may be selected.
You may add as many levels as you want.
e To delete a level click Delete.
e Click ok when you are done.

You will get a message indicating that the
appropriate person had been notified that
there is a Change Order awaiting their
approval.

@ Are you sure you want to change the status to Pending?
e

Etihange Order #002 Approval [ ]

Seq Groups for Approval User ID

No.

New
Delete
0Ok

Change Order #002 Approval

Seq Groups for Approval User ID

No.

MAINT DO USER B[ Clvert, Chris
2 |Mantenance Engineers || Thomas, Frances

]

Cancel |

AASHTO SiteManager |3

@ Mail sent

FJaa5HTO SiteManager

Fle Services Window Help

LT

User Name Date-Time Subject -
Connor. William
[ 121302 13:01:59 [Estimate Nbr 0005 of Contract ID ESEDE-R1 Awaitin
[ 12/09/02 11:42:24 " [Contract ID: ESE75 is in finalization [
[ 12i03i02 15:31:10 [Estimate Nbr 0008 of Contract ID E1B87-R1 Awaitin
[ 12/03/02 13:08:07 [Estimate Hbr 0007 of Contract ID E1C86-RO Awaitin
["12/m3:02 08:31:04  [Estimate Nbr 0001 of Contract ID E1C05-R1 Awaitin
| 12/03:02 08:08:11 [Estimate Nbr 0009 of Contract ID E1C58 Awaiting
| 12/02:02 11:02:09 [Contract ID: E3A79-R1 is in finalization
[ 2i02i02 09:37:38 [Contract ID: ESEZ5 is in finalization
[ 11727i02 14:51:34 " [Contract ID: EBD43 is in finalization
[ 11/27i02 14:06:05 " [Estimate Hbr 0003 of Contract ID ESE79 Awaiting
[ 1172702 11:24:07  [Estimate Nbr 0008 of Contract ID E7959-R1 Awaitin
[ 1172702 10:27:45  [Estimate Nbr D008 of Contract ID E7970-R1 Awaitin
| 112702 10:47:57  [Estimate Mbr 0017 of Contract ID E5G12-R0 Awaitin _
| L]

Reference Manual for Maintenance Contracts - SitteManager Release 3.6a

Page 71 of 114



When you look in the Mailbox, you will
see a message that the Change Order has
been forwarded. To read these message
DbIClick them.

To approve a Change Order,

e DblClick the Change Order
Review/Approve |[¥# icon on the
Change Order Maintenance panel.

This will open a list of contracts.

e DDbIClick the particular contract.

All contracts are displayed. You must
rely on your mail for notification as to
which ones you need to approve. Please
see the section entitled Mail for
instructions on reading your mail.

FlaasHTo siteManager

Fle Edit Services Window Help
|m %P > en

ERead { Forward / Compose Mail

From: |Eonnor, Wwilliarn
T0: [Canner, Willam
e

Subject: [Forward Change Drder

Messags

“(ou are the next reviewer in the Approval Cycle to appiove Change Order # 002 For Contract # E2FZ2 LI

L o

ESitEManagEr Panel

Main Panel T Change Orders(+] T Change Drder Maintenance(+]
S :
Header Change Order  Change Order  Change Order  Item Summary  Sighature Page JiB
Items Tirne Explanations

Adjustments

Tracking

Et:hange Order Review/ Approval

(7= Contiact 10
Change Orders
Find - |
~ Contract ID
Contract ID Vendor ID Fed State Proj Nbr Status County Lvl2 Lvl3 Lvl4 Loce

E2F14 VF593691263001 /A ACTY 7 0 21 FROM MELROSE
E2F20 0354116 ACTY 78 02 216 FROM FROM FLA
oz

E2F24 A& ACTY 72 02 208 FROM

E2F40 F593146076001 N ACTY 71 02 208 FROM @ BLANDI
E2FB1 F591365270001 Nrs ACTY il 02 214 FROM DRAINAGE
4| _"_I

Et:hange Order Review/ Approval

Contract 1D E2F22

[ Change Drders

Find - |
[ Change Order

CO Nbr Type Status Description Entered By
Supplemental Aggreement Pending  |Increase quantity of white skip line striping
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After you have chosen your contract, you

will see a list of Change Orders.
Fle Edit Services Window Help
e Choose the Change Order by (MEr? DesyE O
DbICI ICkIng It. Contract ID: [E2F22 CO Number: [I02
. Approver ID: [inS7lwe | Approval Date: [T12/17/02
Now you may either approve or deny the Name: [Caar Wi O emergenes

Change Order by clicking the appropriate || secommsnson: = ssess
Recommendation. The Approval Date
defaults to the current date. A different
date may be entered if desired.

When you click the Save icon you will get a message asking you

to confirm your recommendation.

@ Please Confirm Recormmendation

e Click Yes to confirm, No to refuse the recommendation.

Whether you are approving or denying the Change Order, a mail =
-

message will be sent. If you have approved the Change Order then the | uEaAlCEELGIL

message will be sent to the person at the next level of approval. @ Mail sent

If you denied the Change Order then a message will be sent to the
creator of the Change Order letting them know that it has been denied.

Correcting a Denied Change Order

If a Change Order was denied and a person tries to access it |pyyeryeswm ]
for approval, they will get this message.

@ MNo ChangeOrder Reviewfapproval Data Exists

The creator of the Change Order must do the following:

1. Request the Transport Coordinator* reverse the
Change Order status back to Draft.

2. After notification this has been accomplished make the necessary changes to the Change
Order.

3. Change the Change Order status back to Pending.

4. Choose the persons to approve the Change Order for each level of approval again.
Begin the approval process again.
*Copy the Office of Maintenance Contracts and Agreements Manager

Change Order Signature

Mair Panel T Change Orders(+) T Change Order Maintenance(+]

[

Header Change Oider  Change Oider  Change Order  Item Summary [y Change Order
Items Time Explanations Review /

Adjustments Approve

The Signature Page is available by

Tracking
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e DbIClick the Signature Page | g5 icon on the Change Order Maintenance panel.

[Edselect Contract and Change Order

This page allows you to export data about

a Change Order to an ASCII or '_I'ext file. =
The data may then be merged with other

legal documents that may be necessary so | = |

Change Drder

the contractor can physically signoff on B e S s s
the Change Order. [ APPR Adnmnawayn iz

oK Cancel

EJansH10 SiteManager
Fle Services ‘Window Help

e Choose the contract that you want |/mg 2 & & u|

tO Open . Esignature Page
Contract 1D: |E2F22 Change Order Mbr: W

e Choose the Change Order.

State: Irlnnda

Agency Name: IDeparlmenl of Tranzportation

Prime Contractor Name: l’-\MEHISEAL NORTHEAST FLORIDA INC

Change Drder Amount: |$1 86,075.00

e Click the Save|d icon on the tool

bar.
Generate Tab Delimited ASCII File
B Save in: I@ My Docurments ;I - EF Ea-
e Enter the path and file name where you want Ty Pictros
the Change Order information saved.
e Click the Save|Hd icon.
File name: Im Save I
Save as bype: IText Files [*.txf] LI Cancel

Change Order Tracking

EsiteManager Panel

Main Panel T Change Orders(+] T Change Dider Maintenance{+)
To access Change Order Tracking
) . g . Header Chal‘wge Order Chaljrg_e Order Eéhallﬁge Order  Item Summary  Sighature Page Changa Dr’?er
e DbIClick the Tracking|gE] icon T s Aopovs
on the Change Order

Tracking

Maintenance panel.
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This will show the Change Order header

information and show the status of the
approval process.

The CO Header tab shows you the
Change Order header information

The CO Tracking List shows all of the
levels of approval and their status.

Change Order Reports

SiteManager Panel

F aasHTO siteManager
Fle Services Window Help

EfNlY &=

Tra(king
CO Header CO Tracking List |

Contract ID: [E2F22

CO Number: ,ﬁ Tentative Werbal Approval Dates:
Federal: [00/00/00 Local: |[I[I."EIEI#EII]

CO Created by: |Eﬂnnnr, “ailliarn

Status: [Epproved Approval Level: [OVERRIDE

D escription: |Increase quantity of white skip line stiping

On: [12/05/02

Reason Code: [Plans modiication

CO Type: |Supplsmsnlal Aggreement

v [

Functions: |7 r Bid Contract Amt: [(916.19322
I r Curent Contract Amt: [§7,154.38222
5 L CO Amount: [$13607500

oz

[Dispule:

Force Account: ‘

FJaa5HTO SiteManager
Fle Services Window Help

ENE? &=

Tracking

CO Header " CO Tracking List
Conbtract ID:  [E2F22 Change Order Nbr: o0z
ent Name Action Date Recom- Remarks
ate mendation
217102 Connor, Williarn Appraval 12/17/02 Approve

To access Change Order reports,

Main Panel T Change Orders(+] T

Reparts [CO+]

w B &

Change Order IREASCIRN Frocess List
taintenance(+]

SitEManagEr Panel

DbIClick the Reports
icon on the Change Orders
panel.

Main Panel I Change Oidersl-+

I

Change Order  Reason Code
Aging Report Breakdown

Granted

The Change Order Report

The Report Criteria screen indicates that you may
generate the reports on or off line. You do not have to

check either box;

e Rclick in the Contract box.

e Click Search from the mouse button menu

e Select a contract.

)
Schedule
@ REPIRTS

Gl Unapprowed  Change Order/ Time Extension  View Saved
Reports [PSR]

Reports [CO+]

There are several reports available.

To generate a report

e DbIClick the particular
report icon you want.

Repurt Criteria ﬂ

Contract: E2F22 Change Order: [002 I

[" Generate Off-line File
0K C | Hel,
[" Generate Off-line Print | ance | ==p |

e Inasimilar manner choose a Change Order to the contract

e Click ok to run the report.

Reference Manual for Maintenance Contracts - SitteManager Release 3.6a

Page 75 of 114



This is a two (2)-page report window. It

[EJansHin saesanages

displays all of the Change Order ET TSP Ty

[F3chiarae Orcer Report

information including both the header and | = == cer3|

the item data. The second page displays [ eaae
only if there is a Time Extension
associated with the Change Order selected

Date: 12175
Page: 12

for this report. This report is used
primarily by the contractor.

NOTE: The Zero Dollar Change Order
indicator, located in the header

section of the report, alerts the S

C STRPE S0P (THERMOPLASTIC)  (RHITE) €6 merm Dewerpion
"

user as to whether or not the | —

(2 M) (ALK €6 merm Dewerpion

CO is a Zero Dollar Change
Order.

The Unapproved Change Order Aging Report
This report sorts on several criteria

e Select the grouping that you want by clicking
the desired grouping level radio button.

e Rclick the box beside it.

e Select Search from the mouse button menu.

e Choose the particular value you want.

Information regarding all Change Orders  premmms

ERepDrt Criteria

Select Report Grouping

Contrack:
District:
Resid-Yard:

Field :

r

N —

(o
e

[" Generate Off-line Print

[ Generate OFf-line File
0K I Ealamelelsl Cancel | Help |

B Bt Seece fredow b

associated with a contract or contracts that |CE&2 =285 ++

[unapproved Change Drder Aging Reeport

are not yet approved is displayed on this
report.

What is shown depends on the report g

Entiy
n

Eraered Agpiereal
Lavel

grouping selected?

Emesgency
[
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Change Order/Reason Code Breakdown Report
This report requires that you choose report
groupings.

e Select the desired group by clicking the
selection, such as District

e Rclick the box beside the selection.

e Select Search from the right mouse button
menu to choose the specific value for this

grouping.
Make the similar choices in the Additional Break
Criteria panel.

m &

e Click ok to run.

Ereport criteria [ x]
Select Change Order / Heason Code Breakdown Report Grouping
Central: o
District: o IU2
Resid-Yard: i
Field : i
Select Additional Break Criteria:
By Reason i+ IPLMU
By Contract i

" Generate Dff-line File
0K I E f C 1
[" Generate OFf-line Print Sardnz Elsl Ance |

Help |

Esearch window [x]

01 OFFC 1
1

Address ID Address Type  Address Sequen - |

T— R

03 smereatr 03 OFFC

1
04 smereatr 04 OFFC 1
05 smereatt 05 OFFC 1
0 smereatr 06 OFFC 1
< | _"_I
0K I Cancel |

B Bt Seece fredow b

+ +

This report window displays the Change [T s
Order/Reason Code Breakdown. It

otk

Dopartment of Transpartation
Charsge Ovdes { Reaven Code Repait
By Lavel 2 And Heasen

contains details indicating trends in i

contract changes.

The Time Extension Granted Report
Choose a contract from the Report Criteria window.

EREpurt Criteria

Contract ID Wendor ID Fed State Proj Mbr Statu;l
EZF13 WFB32948723007 N ACTY
E2F20 WFE92098662012 0954116l ACTY

Nii CMPL

laCTY
ACTV

I~ Generate Dif-line Print

Hid
E2F24 WF591434864001 Nii ACTY
E2F25 FEE2854500001 ) ALTY
-
J | _I‘I
" Generate Dif-line File
0K I Ealamelelsl Cancel | Help |
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This report lists all approved Change B e

B Bt Seece fredow b

Orders that relate to time adjustments for | Em e 2 b e —

a particular contract. ettt e -

Other Changes
Changing Project and Category Data

In some instances, a Change Order will necessitate that a change needs to occur to the Item data
or Category data on the contract. For example, if a Change Order is adding a supplemental
agreement that requires extra work to be done, a category may need to be added to the project.
To access contract project

. .
Main Panel 1 Contract Administration(+) ) | I’lformatl on
i s 7 \gm ;
D ) C ? . = ' e DbIClick the Contract
savcnonont RSO s v .. . ;
Administration |
icon on the Main
Main Panel T Conbiact Admini i ] r Contract Records(+] |
_______ o Panel.
@ B &
irhoctiol W imgimansy o e e DbIClick the Contract
Records | icon on
Main Panel T Contract Administration(+) T Contract Records{+] the COﬂtraCt
iV b .. .
- | Dls ?i:is e-:- Contract ﬁct D‘Sigintlacts AdmInIStratlon Panel
Funding ALtharity
e DbIClick the
Categories | ] icon
— on the Contracts
Records panel if a new
category is needed.
[Fdselect Contract Project [x]
Category Data Seleti
Contract 1D E2F22
[ —

If the particular contract contains two
FinProj Number numbers, you will seea | &
screen promptlng you to Choose a prOJeCt Contract ID ject Number _Fed State Praject Number Description J

401 n DA/ THERMO PLASTIC
E2F22 40341827201 MNia DA THERMO PLASTIC

e DbIClick the appropriate project.
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In the upper panel of this screen all of the

categories that are on a project will < e -
display. OB ? D=y e

Eﬂategurias

To modify an existing category type over |t F= rov FaEET

the f|e|d in the bottom of the screen. hﬁmgﬂw e FAVEMENT STRIPING Lo FW!."‘E? EIHL“«F:EE

However, you should not change any

category information unless you are Cata bR Fed 5P i N

. . Desc: [PAVEMENT STRIPING Lenath: [T000
entering a Change Order, because this | W
information was a part of the original B e
. ed Wik Catg Type: [Spacss ~ rdg Span Nbr- [ ect Nbr:

contract documentation. Ll a— e T —
Suppl Wik Cls Type: [NotApplicable < Brdg Width: [0000 Huwy Type: [Spaces 4|
BegStaMbi:[| | Beg Temini[000000000 | UnitMbe:[000
EndStaMb:[ | End Temini [000000000 Desc: |

FJaa5HTO SiteManager

TO add a neW Category, Fle Edt Services wWindow Help
= A =
.
° CIICk the up_per p_anel Of the EunllacID: FzFzz POM: [sossietreon
Screen tO aCtlvate It' Category Number Description ‘Work Class Type
0532 PAVEMENT STRIPING PAVEMENT STRIPING [LARGE |
° CI i Ck th e N eW P ag e E i C On on |ntermediate Maching Mowing INTERMEDIATE MACHINE P-«1D"-."
the tool bar.
Catg Nbr: [0454 Fed St/Pr Prj Hbr: W74 =)
Be sure that you fill in the category record | et a7
correctly. Refer to the PES Maintenance Coajk o Tioo ITEREDRTE] o] | SO
Project Development Guide for details. Wit Spmee = o i — "o —
. R . Suppl Wrk Cls Type: lm Brdg Width: IDWT Hwy Type: lSpaces—_v
FIII the fo”oWIng flelds: Beg Sta Nhl:l Beg Termini: Unit Nbi: | )
Ii:nd Sta Nbr: wm End Temmini: l— Desc: l—_lll

e Catg Nbr should be the L

Maintenance activity number with a leading "0". For example, 0494 is the category
number for the Maintenance Activity of "Intermediate Machine Mowing".

e The Desc field should contain the Maintenance Activity Description as found in the
Catg Wrk Cls Type table.

e The Catg Work Cls Type field is populated from a list box that contains all of the
Maintenance activities.

e The Fed Wrk Cls Type field should be set to “Maintenance”.

If the category relates to a specific structure then the appropriate Bridge related fields should be
populated.

e Click the Save|ld icon on the tool bar to save the category information.
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Project Data
To access Project level data:

Main Panel 1 Ciortract Admiristration|+] ] .
e DbIClick the Contract
&5 B ¥ @ |l W L
. C | [F)\anwauaa PConllacto[r] DC};ang[e] Accessoies[+]  Manuals(+] Admlnlstratlon % ICOn
+] Eports(+ apmerts]+] rders]+ A
on the Main Panel.
Main Panel Contract Admin: T Contract Recaords(+) ‘ .
il [ﬁ ﬁ“ ‘ E e DDbIClick the Contract
TF;:Z'STE?] Maa?gt:nn;:.t[] Reports (CA+)  Pracess List Reco rds icon on the
Contract Administration
Main Panel Contrarct Admirnistration(+] I Contract Records(+] P anel_
ﬂ' @ B = A 8 . )
— Contracts Categaries Ikems Ea:tdl;cgt ;ESIEQ:C; D55 Contracts [ DblCIle the PrOJeCtS ﬁ
icon on the Contract
Records panel.

[ As mentioned before, most
changes to project data should not
be made without a corresponding
Change Order.

To open a contract and project (if you
have not already been working with one) | == ER
e Click the Open| @ icon on the ‘
TOOI bar- ::;Eau‘:l:anctln FE;-;: Ni:d State Proj Nbr ‘._‘,‘:_‘ - County ;HHBE Loce ~
e DbIClick the contract you want to | |== e R
work with. e T T e ESEE?XTDL%
e DbIClick the project you want.

The only fields that should be changed on = EEIEEEEEE

Fle Edit Setvices Window Help

the description screen is the Status field, M2 D ey d™
the Complete CheCk bOX and the Release .P esclipliun i Counties T Adustment Indices |

Retainage check box.
Contract ID: [E2F22

Project Nbr: lm Fed St P|| Nbr: [/ Alt Pri ID: |
/\ 0 PLAS Spec Yr: 2000
Descrption: |F\DL|T|NE MAINTENANCE CONTRACTS Unit Sps: |Eng|\sh
e Click the Save E icon to save Status: [CONTRACT EXECUTE =] [ Complete Auth Pay Limit: [[376.957.20
[ Release Retainage AcetPriNbr [
you r Changes . Pri Type: [Miscellaneous Cans | Work Type: [Miscellaneous Corx | Surface Type: [Spaces =]
Route Nbr: | Sect Nbr: | Road System: [Hor-nuastate State_ |
Road Name: |
Location: |FHDM MOM-INTRASTATE SYSTEM TO M & 0 CONTRACT Engr Pct: ‘D 0000
Location: | Work Site: [Spaces v |
BegSta:] | Beg Temmini [000000.000 Latitude: [F50000
EndSta:] | End Temini [000000.000 Longitude: [1E50000
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Accessories

This feature allows us to access
T S programs that are outside of
c§f§l D k ct ? B | M[] SiteManager. For example, this
L D.I’V {-1sf Al ol ontractor &rige Ll [+ ariuals]+) . .
Administration[+]  Reparts(+] Paymerits(+) Orders(+) IS Where the S M/M M S I nte rface
and Copy Contract features are
Main Panel T Accessonies[+) ] aCCeSSed .
&
InBox Distribution List ~ View Saved 3 Process List  Process Statug TO aCCeSS the System
Repoits [PSR) ks
Attachments,

e DbIClick the Accessories
icon on the N[Bg Panel.

e DbIClick the System
Attachments | [t/ icon
on the Accessories Panel.

System Attachments

Two important features are (1) the need to handle renewable contracts and (2) a means to transfer
data to the Maintenance Management System. These to functions may be performed through
attachments to SiteManager.

Maintenance Management System Interface

The SM/MMS Interface provides a mechanism to transfer Maintenance contract costs and MMS
Activity quantities from SiteManager into the SM/MMS table for editing and loading into the
MMS system.

NOTE: All Maintenance contracts should be entered in Trnseport. MMS activity should
be reported using the SM/MMS Interface from SiteManager.

The SM/MMS Interface allows the Maintenance user to capture Bridge level information that
cannot be collected and stored in TrnsePort, and to process MMS activity for innovatively bid
contracts such as Lump Sum and Asset Management.

Key FieldsData records in the SM/MMS Interface and Batch process are managed by a set of
key fields. These key fields make the record unique and are as follows:

Contract ID, FinProj Number, Estimate Number, MMS Activity, Bridge 1D, Office (District &
Cost Center). As aresult, you cannot have duplicate records with the exact same keys.
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AccessTo utilize the SM/MMS Interface, the user must be logged on to SiteManager and be
assigned to a security group authorized to use this attachment (all Maintenance groups, i.e.,
MTDOUSER, MTMMSENG, etc.). Only designated Central Office Personnel will have access

to the Batch.
From the Main panel,
e DbIClick the Accessories icon.

e DbIClick the System Attachments
icon on the Accessories panel.

e On the System Attachments
Screen, highlight the MMS line.

e Click the Run Attachment |[#
icon on the toolbar.

Or,
e DbIClick the MMS line.

e Click the left mouse button
anywhere inside the SM/MMS
Interface screen

Or

e Click any key on the keyboard to
continue.

Approved Estimates for Maintenance
contracts are automatically loaded into the
SM/MMS Interface database.

When first entering the screen, the list
boxes are populated with all available
contract records.

If you have recently processed a contract
and it does not appear on the contract ID
list, click the Refresh button, and it should
appear.

AASHTO SiteManager
File Edit Services ‘window Help

=L YGRS

E System Attachments

Mame Type Description Autorun
CopyContract \Plug |Maintenance CopyContract I:‘
CRS Web Reports JURL  [CRS Web Reports ]
Management MMS
MMS Batch Flug  [MMS Batch
endidast [Flug  f¥endor Master List Load Uty L]
Designed by

Florida DOT Maintenance Office

SM/MMS Interface

Client/Server
Version 1.2.10

Copryright
Flaricia DOT Mairtenance Office

FDOT Click the Mouse Button or
Click any kev to continue

- SM/MMS Selection

EXIT
Contract 1D Praject Number Eﬁm;‘;
40062617201 - 0004 -1 &I

Refresh
Bridge ID | Activit

Estimatd Activitw Activity Description
0004 | 933 |BETTERMENT
40062617201 | 0004 | 995 |MAINTENANCE SUPPO | 578650 565.000 20041091
SM Estimats Total 5.75160  SM Project Tatal 45.751.50 Tatal Activity Dalars $5.791.60
- 5M/MMS Edit
Duplicate Row | Dielete Duplicate Row |
Estimate Cost
Conlract ID Proiect Number Number District Center
[6ase2 [2006281 7201 [oooa 07 717
Activiy Biidge Activiy MMS Units
Activity Desciintion D Cost Complzted
|EEE] [EETTERMENT IMH] [edwbut [ $5.00 [ 5.000
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You may select the desired Contract

- SM/MMS Selection

ERIT

record by: S
|41 207517201 =l [oa0z | Fiefresh Find
= 0] Estimatd Activity Activity D: i Bridge 1D | Activity Cost | MMS Units |Est End Dte
517201 0002 433 |S00DING [5Y] 0.0 0.00( 20040330
fo% ST |00 |5 REFAFAEPLATE ST T
- - E4C23R2
e Using the List Boxes for Contract || & ol e o oo e s e
ID, FlnanC|a| PrOJeCt #, and SM Estimate Total $3953000  SMPojectTatsl [ §3853000  TotalActivipDalars [ 3853000
- - SM/MMS Edit
EStImate Duplicate Row | Dielete Duplicate Row |
Estimate Cost
O Contract ID PFroject Mumber Number District Center
r [Ea7rR0 [mzo7sizan [oo02 e [
. DActMIy Bn‘%ge AtEtMIy béME Iumé
H H . chivity escription ozt omplztes
By USIng the Flnd bUtton [a33 [SODDING (57] | [ $0.00 [ 0.000
Fieport SAVE | CancellUndo |
e Scroll down the list to select the
SMMMS Find Contract
Contract ID, or
1 1 ED1IAT Contract 1D
e Type in the Contract ID and click the E3D1s
E303E-RD e
Open button, or ExD37
E3D36-RO
i ion of the C ID. th Ebdono
] Type Ina portlon of the Contract , then Ena A
: E3D42
DblClick the contract E3D43A0
E3D44 4|
[pen | Cancel |
- SM/MMS Selection
. . EXIT
You may continue to use the Find button s
| ST B R =l [oo4 |

or click the Refresh button to reset the list
box. The Refresh button refreshes the
SM/MMS Interface database table from
SiteManager.

Refresh Find

When the Find button is used to select the
Contract, the drop-down boxes will be
populated with only those records
pertaining to the Contract ID selected
from the Find box.

The Refresh button will refresh the MMS

FinProi MS Units_|Est End Dte
E3D36-R0 41214017201 0 20040330
|E3D36R0 41214017200 | 0004 | 520 |SIGNSIGRND SIGNS 30 $3,310.00 178.000 20040930
SM Estimats Total $19,15200  SM Project Tatal $18,15200 Total Activity Dallars 13,0000
- SM/MMS Edit
Duplicate Row | Dielete Duplicate Row |
Estimate Cost
Contract ID Proiect Hurmber Number District Center
[Eapzern [s121am72m [oooa 03 EEd]
Activity Biidge Activity MM Units
Activity Descriptian D Cost Completed
519 [DELINEATORS [UK] [ [ $3,690.00

database table and re-populate the drop-
down boxes with “all” the available
records.

- SM/MMS Selection

ERIT

Eonact 1D Praect Number Estmale

Number

| ST B R =l [oo4 | Fiefresh Find
Cont ID [ FinPioi Estimatd Activit i on [ Bridge 1D [Activily Cost [MMS Units_|Est End Dte
E3D36-RI] 41214017201 | 0004 [ [ 359000 184.750 20040830

E3D 214017201 | 0004 $9,310.00 17 20040930

SM Esfimate Total $19152.00  5M Project Total $18,152.00 Tatal Activity Dollars $19,000.00
After selecting the Contract ID
Duplicate Row | Dielete Duplicate Row |
e Select the Project Number and CototlD Propoiliambes Romer Do Ceter
[Eapzern [s121am72m [oooa 03 EEd]
e Select the Estimate Number oty S i o oo
520 [SIGNSIGRND SIGNS 30 50 FT OA LESSIN] [ [ samnm [ 72,000

using the appropriate List Boxes.
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To select a specific record for editing or
duplicating from the Data Grid,

e Click the desired row.

When you select a row, the arrow in the
left column will point to the selected row.

The lower SM/MMS Interface Edit panel
will display the record for editing or
duplicating.

The cursor is automatically moved to the
MMS Units Completed field.

e Enter a numeric value up to three
decimal places.

If it is necessary to change the Activity
Cost,

e Position the cursor in the Activity
Cost field and DblClick.

e Enter a numeric value up to two
decimal places (with or without
the dollar sign $).

The user may “undo” any changes to the
current record prior to saving with the
Cancel/Undo button.

When changes are complete, click the
Save button. The saved changes will
appear in the Data Grid in the upper
SM/MMS Interface Selection panel.

The District, Cost Center, Activity, and
Bridge ID may be changed by clicking the
Duplicate Row button.

Drop down boxes allow the user to select
District, Cost Center and Activity (the
corresponding Activity Description is
automatically populated). A Bridge ID may
be entered, and the Activity Cost and MMS

- SM/MMS

Estimate:
Ni

ERIT
Contract ID Froject Number il
[easro =] [nzemm =] [ooos = Refiesh Find

ont ID | FinProj stimate Activity| Activity Description | Bridge D [Activity Cost [MMS Units | Est End Die
P [E3D3E-RI 41274017201 LN | [ $3,690.00 184750 20040930 |
|E3D36R0 41214017201 | 0004 | 520 |SIGNSIGRAND SIGNS 30 | s331000 T7E.000 20040330

5M Estimate Total $19152.00  SM Project Total $19.152.00 Total Activity Dollars $19.000,00

- SM/MMS Edit

Duplicate Row | Delete Duplicate Row |
Estimate Cost
ConractlD  Proisct Number Number District Center
ED‘AD [21a017200 0004 03 355
Activiy Biidge Activiy HMS Units
Activity Desciiption D Cost Completed
519 [CELINEATORS (UN) [ 750 [ 152573

Report SevE | Cancel/lindo

- SM/MMS Selection

Estimate

EXIT
Contract ID Project Number Vi
| ST B R =l [oo4 | Fiefresh Find

inProj Estimatd Activity[ Activity Description | Bridge 1D Activity Cost [MMS Units | Est End Dte
3 4121407201 513 | DELNEATORS [UN) 20040330
|E3D36R0 41214017200 | 0004 | 520 |SIGNSIGRND SIGNS 30 | smmoo 178.000 20040930
SM Estimats Total $19,15200  SM Project Tatal $18,15200 Total Activity Dallars $18,060.00
- SM/MMS Edit
Duplicate Row | Dielete Duplicate Row |
Estimate Cost
Contract ID Proiect Hurmber Number District Center
[Eapzern [s121am72m [oooa 03 EEd]
Activity Biidge Activity MM Units
Activity Descriptian D Cost Completed
519 [DELINEATORS [UK] [ [ $8,750.00

®, MMS Interface - Florida DOT Maintenance Office [_ o] x]
|- SM/MMS Selection

Contract 1D Project Number Num;:y

ESCE| [z2484z17201 | Jooz +] Refresh Find

T ] Desciiption | Bridge ID[Activi nits Comy
E3816 22484317201 o002 H32  |PAVEMENT STRIPING $1.008.7 000
[ |22484317201 | 0002 | 537 |RAISED PAVEMENT M | $17.3000 5,000,000
[«] | ’
- SM/MMS Edit
Duplicate Flow Delete Duplicate Flow
Estimate Cost
Contact |0 Project Mumber Mumber District Center
[EzatE [2za84317200 {7 03 392
Activity Biidge Activity M3 Linits

Activity Description Cost Completed

D
B [FAISED PAVEMENT MARKER REPLACEMENT +17,300.00  000.00]

W, MMS Interface - Florida DOT Maintenance Office !E
- SM/MMS Duplicate Row
Estimate o Cost
Contract ID Project Nurber [ Lo Center
[EapaeR0  [n1z1am7am [ooo4 [z =] [35 =]
Activity Biidgs Activity MMS Linits
Activity Descrintion [ Cost Completed

;15 =]  [DECINEATORS (M) [ [ $875000 | 152.575

Done | Cancel/Unds |
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Units Completed may be changed as necessary.

The user may “undo” any changes to the current record prior to saving with the| Cancellnds
button. When changes are complete, click the Dane button.

In this example, $8,750.00 and 152.575 MMS units are assigned.

The saved changes now appear in the
Data Grid in the upper SM/MMS Fer]
Interface Selection panel. Cost attributed Ee W [Fow H o i R

- ont inProj stimatd Activity[ Activity Descripti ridge clivity Cost nits |Est End Dte
to the duplicate row has now been B 4: e
automa‘tically deducted from the parent E3D36-R0 41214017200 0004 531 |ATTENUATOR REPAIR $2,75000( 152573 20040330
I’OW, SO that the |nV0|Ce tOtaIS are SM Estimats Total $1915200 SMProjsctTotsl [ $1815200  TotalActiviy Dollars [ $26,81000

- SM/MMS Edit
unChanged Duplicate Row | Dielete Duplicate Row |
Estimate Cost

You may delete the duplicated rows by I EEEEe mEe .
clicking the Delete Duplicate Row button. e i p
Once changes are made to the duplicated e —— ' Lo
row and saved in the SM/MMS Interface

Edit panel, the Delete Duplicate Row
button will not work.

It is important to remember to change the MMS Units Completed in the original row so that the
sum of both rows is equal to the original value.

e Click the SAVE | Button when you are complete.

The Duplicate Row function allows the user to change the District, Cost Center, MMS Activity,
Bridge ID, Activity Cost, and MMS Activity Units. Use this function when necessary to break
the Activity Cost down between bridges or when reporting Lump Sum or Asset Management
contract information.

Bridge ID — Duplicate the row in the Data Grid requiring a bridge ID, enter the bridge number,
Activity Cost and MMS Units completed for the bridge, and save the new row. Change the
original row to reflect the Activity Cost and MMS Units completed as applicable for the original
row.

Lump Sum — The information in the Data Grid will be one row for the MMS Activity reported
against the managing District or Cost Center. Duplicate the row as many times as necessary to
distribute the Activity Cost and MMS Units Completed to the appropriate District, Cost Center,
MMS Activity, and/or Bridge ID.

Reference Manual for Maintenance Contracts - SitteManager Release 3.6a Page 85 of 114



Asset Management — The information in

the Data Grid will be one row for MMS B |
Activity 060 reported against the —— —— s g
managing District and Cost Center. The oo Tl Al A Do s 0 s ot W g T =
Activity Cost will be for the total amount || Ziecms o e o i = E
of the estimate and the MMS Units "' T $f
Completed will be 0.000. - ‘ :
Duplicate the row as many times as S
necessary to distribute the MMS Units R R e
Completed to the appropriate District, o ST e
Cost Center, MMS Activity, and/or

Bridge ID These duplicate rows will  — e —
contain MMS Units Completed with an

Activity Cost of $0.00.

Exit the SM/MMS Interface
Exit the SM/MMS Interface
program by clicking the Exit

button or clicking the it
Windows Exit button.

w, MMS Interface - Florida DOT Maintenance Office

: Eslirmat
Contract 1D Project Number i

Key Points to Remember:
e Original records in the SM/MMS Interface table may not be deleted.
e The only method available for a user to create a record in the SM/MMS Interface is by

duplicating a record with the Duplicate Row button and then making appropriate changes
to the new record.

e Records duplicated via the Duplicate row button may be deleted until saved in the
SM/MMS Interface Edit panel.

e Remember to change the MMS Units Completed in the original row as necessary. The
program will automatically deduct the amount entered in the duplicated row from the
original row.

Copy Contract
The Copy Contract feature has been developed by the Department to perform the functions
required to convert renewable Maintenance contracts into their second terms and beyond.

The Legislature has provided changed authority relative to the term for which certain contracts
may be extended. This authority reads in part:

"(Maintenance) Contracts may be renewed for a period that may not exceed 3
years or the term of the original contract, whichever period is longer."
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The SiteManager Copy Contract Attachment has been programmed to provide tools to renew
contracts consistent with this authority.

The contract ID must be a Maintenance contract number, with a suffix of "-R#", where # is 0 (1%
term), 1 (2™ term), 2 (3" term), etc.

All Change Orders will be copied into the new contract for the new term ("-R1" to "-R2", etc.)
in draft status.

+«+ Be sure that all change orders in the source contract are either denied or approved.
Do not try to copy a contract that has draft or pending change orders.

In the new contract they may be approved
or denied, depending on what is required
in the new contract term.

EE) 4SHTO SiteManager

Fle Edit Services Window Help

=T = R

E System Attachments

Hame Type Descriplion Autorun
ik S Flug  |Maintznance MMS
rbdS Batch Plug  |MS Batch

CRS web Reports URL |CRS'web Reports
‘endtd ast Flug ‘endor Master List Load Utility
CopyContract Maintznance CopyContract

Accessing Copy Contract

From the System Attachments screen,

e DbIClick the Copy Contract Select Contract To Be Copied

attachment.

Find Contract

Or Renewal Term Conditions

{* No Changes

e Highlight the Copy Contract entry.

i~ Make Changes

e Click the Run Attachment |#

icon . Contract Description
IHEST AREAS RE-PAINT
Project Number Contract Amount
[41295417200 [sni77mro0
The Copy Contract Accessory will open Controct Tape ey tem Spee Year
to this screen. The first choice to make is [P0 200
whether the contract is to be renewed with
terms identical to the old contract, or if [ Comboin | Bt
they are to be changed.
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Repeat old contract term - _ - _

Select Contract To Be Copied

Select Contract to be Copied A Eales

e Highlight the Contract Renewal Term Conditions
Find the desired contract by typing the & No Changes
contract ID in the "Find Contract” box or C Make Changes
scroll through the "Contract Ids"” list. In
this example contract E4G62-R0 has been [GRANAGE REPATH AND BESILTING
S€ I eCted ' Project Number Contract Amount

. i [z33813272m [s3z956550
e The No Changes radio button (this — o o S oo
is the default) should be selected. [EE [20m6

e Click Copy Contract.

Copy Contract Exit

Confirm and Save New Contract Information

ThIS Screen Wi” ShOW the neW ContraCt CopyContract (frmConfirm) Florida DOT Maintenance Office
number, contract information, and list the Confirm and Save New Contract Information
Change Orders to be copied.
Copy Contract [E4GE2-R0 To [E4G62-R1
u CI iCk Save. Contract Description
|DRAINAEE REPAIR AND DESILTING
Project Number Contract Amount
[23391327201 [$329.565.50
Contract Type Contract Spec Year
MC |2000

And Includes the Following Change Orders

Change Order D escription

[additional Ttios of desilt

Change Order Type Change Order Amount
[sa [$49.939.78
Save Back Exit Without 5aving

This message box appears.

= Click oK

Contract Saved Successfully
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You will be returned to the Copy Contract

opening screen.
= Click Exit

and you will return to SiteManager.

You are now ready to activate the new
contract

Change old contract term

Select Contract to be Copied

Select the Make Changes alternative.
The next screen will allow additional
choices.

e Highlight the desired
Contract.

e Click the Make Changes
radio button.

e Click Copy Contract.

Renewal Term Conditions

* Mo Changes

~ Make Changes

Contract Description

CopyContract (frmMain) Florida DOT Maintenance Office

Select Contract To Be Copied

Find Contract

|HEST AREAS RE-PAINT

Project Number
|4129541720

Contract Type
[WPO

Copy Contract

Contract Amount

$117.777.00

Pay ltem Spec Year

2000

Exit

CopyContract (frmMain) Florida DOT Maintenance Office

Select Contract To Be Copied

Renewal Term Conditions

" No Changes

i+ Make Changes

Contract Description

Find Contract

|HDW’Y LIGHTING MAINT

Project Number
[24531917203

Contract Type
[MC

Copy Contract |

Contract Amount

$285,000.00

Pay Item Spec Year

2000

Exit
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This screen will open. As seen here, the
new contract number will contain the —
R2, the begin date is the day following the
completion of the current contract, and the
new term defaults to match the current
term. In this case it is 365 days.

Select Dates for the New Contract

For this example the new term will be for
two years.

e Inthe Total # Days field enter
730. (For Leap Year enter 366.)

Or

e Select November 2, 2007 in the
Select End Date calendar. The
Total # Days will be populated
automatically

e Click Continue.

CopyContract (frmDateSelect) Florida DOT Maintenance Office

Select Dates for the New Contract

Select the Begin Date Select the End Date
_+| Movember 2005 | | Movember 2006 _+|
W I 1 2 3 4 % EERETE T R T
E 7 8 910 1 12 56 7o o8 o4 10N
13 714 15 16 17 18 14 1213 14 15 16 17 18
m oM@ o2 M OB/ K 19 20 21 2@ 3o %
Zowmomow o2 o2 ® ¥ oW omowmo 2
4 5 B 7 8 3 M i 405 B 7 8 4

0ld Contract ID E5G38-R1 New Contract ID
Begin Date for the Next Term
End Date for the Next Term

Total # Days for the Next Term

Continue | | Back |

I EbGI3-R2
I 11372005
I 112/2006

Evit CopyCantract

365

CopyContract (frmDateSelect) Florida DOT Maintenance Office

Select Dates for the New Contract

Select the Begin Date Select the End Date
_+| Movember 2005 | | Movember 2007 _+|
W I 1 2 3 4 % R ]
E 7 8 910 1 12 4 B B T 8 31
13 714 15 16 17 18 14 1213 14 18 16 17
m oM@ o2 M OB/ K 1819 20 2 22 23
Zowmomow o2 o2 /H T MMM
4 5 B 7 8 3 M 2 3 4 5 B 7 @

0ld Contract ID E5G38-R1 New Contract ID
Begin Date for the Next Term
End Date for the Next Term

Total # Days for the Next Term

Continue | Back |

I EbGI3-R2
I 11372005
I 11272007

Evit CopyCantract

730
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Verify Quantities

A screen similar to this will appear listing
each Item on the contract. Unit prices are
unchanged but each Item Quantity (except
lump sum items) has been scaled to the
contract term selected. In this example
the scaling factor is 730 + 365 or 2.000.
Adjust the quantities as necessary.

From this screen, you may

< Click the Quantity Change Help
Button (Information about how to
use this screen.)

< Run the Quantity Report (This
will produce a detailed Item report

CopyContract (frmWorkSheet) Florida DOT Maintenance Office

Verify Quantities

Old Contract ID E5G41-R1 New Contract ID E5G41-R2
Cont ID PriMbr_|Catq# | Item Cd |Meas| OQuantity Unit Price Ext Amt -
EGG4T-RZ  R46INT17203 | 0787 | E71G2E 4 EA 10.000 $200.00000 $2.000.00 g
ESG4T-R2 24531917203 | 0787 |E7IS26 6 E& 10,000 $100.00000  [$1.000.00
E715 27 Lo 50.000 $50.00000 $2 60000

EBGH iz [p4531917203 | 0767
EGG41-RZ [ 203 0787
ESG4-AZ

2453 203 0787 LS
2457203 | 0787

S $2.000.00
E71529 MO

$9.179.04

12000

$764.82000

EBGAT-RZ  PARIINFZ03 | 0787 | E71631 1 Lo 100.000 $10.00000 $1.000.00
ESG41-R2  R4B3INF203 | 0787 |EVIS31 2 Lo 2000 $10.00000 $80.00
ERG4I-RZ  D4RIIIF203 | 0787 |E7I631 4 Lo 26000 $10.00000 $260.00
EBG4T-RZ  R4B319N7F203 | 0787 |EV1531 & Lo 13.000 $10.00000 $130.00

ESG41-RZ  R4B3I917203 | 0787 |EVIS3T 6 [ LO 35.000 $10.00000 $350.00 -

[4 | [

Buantity Report Buantity Change Help | Re-Calculate Amts

‘ Enter New Values if Needed |

Item Code Catg Nbr Contract Total
[E71528 1 [o7e7 [s285.000.00
Project Nbr Quantity Price
[245ma17202 [1.000 [¢2.000.00

Continug | Back | Exit Withaut 5aving

that can be helpful in confirming any item adjustments that have been made.)

< Continue to the next screen
< Go Back to the previous screen
< Or Exit Without Saving.

If you choose Back, the contract will not be saved and the application will return to the Select

Dates for the New Contract screen.

If you choose Exit Without Saving, you will exit Copy Contract.

e Click Continue

Confirm and Save New Contract Information

On the Confirm screen, you may verify
the old contract ID, new contract ID,
contract information, and view
information about each Change Order.

From the this screen, you may
< Save the new Contract
< Go Back to the previous screen.
Or
< Exit Without Saving.

If you choose Back, the contract will not
be saved and the application will return to
the Verify Quantities screen.

CopyContract (frmConfirm) Florida DOT Maintenance Office

Confirm and Save New Contract Information

Copy Contract [E5G41-R1 To [E5E41-R2

Contract Description
|RD'WY LIGHTING MAINT

Contract Amount
[$285,000.00

Pioject Number
[24531917203

Contract Type Contract Spec Year
[Mc [2000

And Includes the Following Change Orders

Change Order D escription

|Add 2 pay items to accomplish required repair work

Change Order Type Change Order Amount
|sa |$8.625.00

Save Back Exit withaut 5aving
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If you choose Exit Without Saving, you will exit Copy Contract.
e Click Save
This prompt will appear.

Copy Contract

Contract Saved Successfully

e Click ok
You will be returned to the Copy Contract
opening screen. You may copy another Select Contract To Be Copied

contract or exit.

e Click Exit.

Find Conlract

Renewal Term Conditions

You will be returned to Site Manager
where you will need to activate the new
contract and accept or reject each of the

* Mo Changes

" Make Changes

Change Orders associated with it. Contract Descrption
IHEST AREAS RE-PAINT
Project Number Contract Amount
. [41295a17201 [snizrroo
You are now ready to activate the new S R
contract. (R [

Copy Conbiact Exit

Activating the Renewed Contract

The renewable contract and its Change

[k Edt Zerwces Wirdow bk
Orders (supplemental agreements) are .,

copied to SiteManager as a new, pending |l EX=m _ i ] i ] i ]
Deaciiption Locaion Pagment Data Criical Diabes " Pimary Prrzoneel * Prime Conlractor * DRE Commil Training Plan

contract. The Change Orders cannot be

accessed until the new contract is o ] ‘"L'Z"m',“,gﬁ

activated. Most of the required activation i — v ra r —‘

. . . . Dese: [DRAINASE HEPAIR AND DESILTING  Hatt

information is copied for you. The - ] Wb Tl

. . . . . Contract Type: [Montenoecs Conliact - Fed Uvarmght

following information will be required to s e £l o e [

activate the new contract: o e el o —
+« Execution Date — the Execution e o et

Date must be changed from
current date to the date the renewal is executed.

¢ Notice to Proceed Date — required for activation. The Work Begin Date may also be
entered.

+« Primary Personnel.

«* Prime Associates.
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Change Orders
All Change Orders will be copied to the

Fle Services Window  Helo

renewed contract in Draft status. You f’ff LI =N

must save the required Change Orders to

Pending status. The Change Orders not

required for the subsequent term(s) of a

contract must be Denied prior to moving

T e N
the contract to Complete status. m “@w“""wm —
To Deny a Change Order(s), :z“‘“:‘l“"“mmm:“m”" 3
e Activate the Contract. Famtorm: [ Do T o] Wttt . R
_ e e e e
e Save the CO Header to Pending e
status, selecting the group and person

to approve.
e Go to Change Order Approval,
e Deny the Change Order and save.

Correcting a Mistake

If the wrong contract is mistakenly copied, you may go back to SiteManager, pull up the newly
copied contract in the Contract Screen, and delete it.

If the contract has been activated, you must delete the draft Change Orders (if there are any),
change the contract to Pending status, and then delete the contract.

NOTE: A contract may not be deleted if an approved Change Order exists on the contract.

A renewable contract must be copied through Copy Contract prior to changing the Status of the
original contract to Complete. Once the contract Status has been changed to Complete, the
renewable contract will no longer appear on the Copy Contract selection list. If you accidentally
complete a contract before it is renewed, contact the State Trnseport Coordinator who will have
the ability to see and renew any Completed contracts.

Saved Reports

All reports that you have saved to your PC e Pore [ Accosmorests) ]
. . . = HE ) @? &g -
may be retrieved by using the View Saved E - ol le ) SH
. n-BoR i1stribubion List pstem Tocess LIzl Tocess otatus
Reports feature of SiteManager.

Attachments

To find and view a report,

e Click the View Saved Reports icon on the Accessories Panel.
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Select PSR File

Look jn; | 34 My Documents x| = c¥ E-

A directory will open as seen here.

My P

ctures
0 2 e

est0l, PSR

e Highlight the report by file name, and click Open, or
DbIClick the file name.

File name:  [s2f22est01

Open |
=1 Cancel

Files of type: [ Frepart Files (*psi)

e AASHTO SiteManager

fle Edt Wndow Heb
MR S8+ +

FJview saved Reports (PSR)

Zoom [T002] | Coiex [1_ =]

HpldD: REFESPR) Flousla Dale: /2002

User; knd71we Depatment of Transportation

Catimate Summary By Project

Page 1004

View or print your report.

Conteact 10 5130 E elamale Humbe:: (001 Py Pk 1007107001

lo DRARZ0G

Contract Loeation: Tomer Allawersel W2 Days

FROM FINE AVE Tame: Changre = Days

10 S 12 STREET Elapsed Calordder Dags: 742 Daps

District: (4 ResidYard: 412 Povent T TeE

Contractor

APACFLORIDA, INC. Date Let 0772572000

11462 COLUMBLA PARK. DR W 5TE 3 Date Ararded Rrz2r20m
Date Conbiact Executed: (5152001
Date Nobice to Procesd: — 1018/2001

JACKSONALLE FL 322560000 Date Work Began: DS 202002

Phane: g4 389 2300 Date Time Slopped: 0000000
Date Accepted: 0000000

Etrome Agunl: fudgaried Completion Date: 00000000

Susely Coc LBERTY MUTUAL MEURANCE COMPANY

Current Contract Amount AR5 Coundies:

Driginal Contract Amount $1.4%,00099 BROWARD

Funds Availsble $.0712813

Percent Complete a40%

Estnate Approval

Process List
|

Accessories(+] 1

Main Panel r
N> S Most FDOT users will not have
it Fepore)  Pameni) Ot o access to run processes from this

window, but will have access in the

Main Panel T Accessories(+) 1 ifi i
= : specific functional areas such as
(2

making payments, doing Change
Orders, and completing contracts.

Distribution List ~ Wiew Saved Process Status

Repotts (PSR)

In-Box

System
Aftachments

FJansSHTO SiteManager

Fle Services Windaw Help
|E P e x|

Eprocess List

This panel shows the processes that
are available within the SiteManager
functions.

Process ID | Process Type Process Description
BCONLDAD |SM-Standard Construction Conract Load

BCRPAYAL  [SMStandard Payrell upload

BEVTPEXP  [SMStandard Payrall Exceptions Batch Job

EBMONCONT [SM Standard Maritor Conract Status

BPRELOAD  |SM-Standard Fie-constuction Conliact Load

BREFLOAD |SM Standard Fie-consinuction Reference Load
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Process Status

ESlteManager Panel

Main Panel Accessonies(+] ]
[
5 E i S m W
Contract Daily Wwork, Cantractor Change Accessories(+] UEEISE]
Admiristration(+]  Reports(+] Payments(+] Orders(+]
ESiteManager Panel
Main Fanel 1 A fes+) 1
= e
InBox ion List  Wiew Saved System ELLEE N Process Status
Repartz [PSR]  Attachments

Whether Jobs are running or are complete
will be indicated in the Status Column.

The Process Status feature allows the
user to monitor jobs that have submitted.
For example, when you generate an
estimate a job is submitted and you may
tell when it is finished by looking at the
Process Status. To access the Process
Status:

e DbIClick the Accessories
icon on the Main Panel.

e DbIClick the Process Status
icon.

FJaasHTO siteManager
File Edit Services Window Help

|m &2 =

Regular

If your list is long, you may sort the list

Eprocess Status

" Scheduled

by clicking the column heading of the

RCPCSUM1E

RCPCSUM1A

Process Name

Status

OCPINTES#

column you want to sort by or you may

Completed 12/31/2002 09:24 am  |09:24 am 09:24 am

Rclick and select the Sort option. Proceed
with this sort as previously described.

Search

Filter
Fircl

Shimw Flter! Sart

EEltEManagEr Panel
Main Panel Accessaries(+)
[
N ii S @ L)
Conlract Daiy'work  Canbractor Change  |B si+) T
Adminishiation[+]  Repoits(+]  Payments(+] Ordlers[+]

ESiteManager Panel

SiteManager uses a form of email to
notify SiteManager Users when
various events have occurred. Mail
may also be created and sent by users
to one another.

Main Panel T Accessories[+] ]
@ =
REFORTS

Process List  Process Status

Distribution List ~ View Saved System
Repoits [PSR)  Attachments

To access mail:

e DbIClick the Accessories
icon on the Main Panel.

e DbIClick the In-Box |l icon.

Reference Manual for Maintenance Contracts - SitteManager Release 3.6a

Page 95 of 114



To read mail in your in-box:

e Highlight the document of interest.

e DblIClick the selection.

This will open the message.

To delete an item in your in-box:

e Highlight the message you want to
delete.

e Click the Delete | zj icon on the
tool bar.

You may read the message and reply or
forward it to another user or you may
return to the message list and delete it.

To reply to the message:

e Click the Reply to the Mail | &#
icon on the tool bar.

e Type your reply in the Reply
window at the bottom.

e Click the Send a mail message
button on the tool bar to send.

Mail Message  [Ed

Mail sent

You will get
this message.

FJaa5HTO SiteManager
Fle Services Window Help

==

User Hame

Date-Time
111802 11:01:34

Connor., William

Test the E-mail system

SYSTEM ‘ 10/31/02 18:11:04 ‘Eslimale Mbr 0003 of Contract ID E4C54-R1 Awaiting A
SYSTEM ‘ 10131102 17:23:26 ‘Estimate Mbr 0002 of Contract ID E4AC54-R1 Awaiting A
SYSTEM [0z 174729 [Contract ID: E4C54-R1 is in finalization

SYSTEM \ 11/04/02 16:27:04 \Est\mata Mbr 0002 of Contract |0 BDO04-R0 Awaiting Approval
SYSTEM

[ 110802 14:28:05  [Contiact ID: BDO04-R0 s in finalization

FlansHTo SiteManager
Fle Edit Services Window Help

il LA

ERead / Forward / Compose Mail

From: [Conner. Willam
T0: [Canner. Willam
cc:|

Subject: [Test the E-mal system

Message

This iz a test meszage

FJaa5HTO SiteManager
Fle Edit Services Window Help

[ % B B & g oo

ERead / Forward / Compose Mail

From: [Connor, “willam

TO: [Connor, Willam
cc:|
Subject: |Test the E-mail system

Message

This is a test message

F aasHTO siteManager

Fle Edit Services Window Help

LR

EREpIy From Connor, William

From: [Connor, Willam

T0: [Connor, ‘willam

cc:|
Subject: |F!ep\y - Test the E-mail spstem
Message
Thiz is a test message d

=

L -
Reply
From : Connor, william -
To : Connor, ‘william _I
cc

Subject : Test the E-mail spstem
Thanks for the information. | will schedule a review.

L]
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To forward the message:

e Click the Forward a mail message | icon on the tool

bar.

e Highlight the users to receive the message.

e Click ok.

The users are added to the TO: box. You
may add more to the message if you want
by typing in the Message window at the
bottom.

To send the message:

e Click the Send | icon on the
tool bar.

To create a new mail message:

e Click the Compose a mail
message |#= icon on the tool bar
of the In-Box list window.

The Compose Mail window will appear.

e Click the Select (CMS) User| *&
icon on the tool bar to pick your
recipients.

EqSelect a user [ x|
I homaz Joz “1

I'I'homas, Cornel

Thomas, Frances

homas, Tim

homas, Trisa

homason, Dennis

hompson, Amy
horrton, Aftan
horrton, Atan
hotpe, Caral

hrazher, John
[iler, Roland

| 0K I Cancel |

F aasHTO SiteManager

Fle Edit Services Window Help
EfE2 e
EFurwarding mail

From: [Cannor, Wilkam

TO:[Thomas, Frances;
cc:|
Subject: |Test the E-mail system

Message

From : Cannor, Wiliam =
To : Connor, ‘Williarm

Subject : Test the E-mail system

Thisis a test message

FJaa5HTO SiteManager

Fle Services Window Help

mre ey bR

n
04 |Estimale Nbr 0003 of Contract ID E4C54-R1
["10/3102 17:23:26  [Estimate Nbr D002 of Contract ID E4C54-R1

Awaiting A

Awaiting A

SYSTEM [ 10102 17:47:29  [Contract ID: E4C54-R1 s in finalization

SYSTEM [ 102 1627:08_ [Estimate Nbr DD02 of Contract 1D BDOOARD  Awating Approval
SYSTEM [ 110602 14:25:05  [Contract 1D: EDO04-RO is in finalization

4| | 3

FJaa5HTO SiteManager

Fle Edit Services Window Help
[ 2 S

From: [Connor, ‘willam
TO: |
cc:|

Subject:|

Message
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e Select one or more users from the list by using your

<Shift> and <Ctrl> keys.

e When all selections are complete, click ok.

e Enter the Subject and the Message

body.

e Click the Send a mail message
##4 icon on the tool bar.

E.‘_—'ielect a user [ x|
Ealdwell, Edweard A “1

ameron, Scott

amphbel, Conracd

amphell, Kenneth

karlson, Beth

arlzon, Christine

arlzon, Christine

arol Hedden

|

| 0K I Eancell

F aasHTO siteManager

Fle Edit Services Window Help
TR
EEDNDDSE Mail Send a mail message

From: [Connor, Willam
TO: [Calvent, Chiis;Campbell, Lisa
cc:|

Subject: |Schedule & [eviv

Message
& is time to schedule a review on contract X7Z| j
Distribution Lists
| Distribution lists may be created in
5 "ai"f‘ T‘ f@“ = 1 SiteManager so that various persons
S 4 e -
(s ] |
Contract Duailp wiark. Contractar Change Ao BY tanuals+] ‘ Or groups may be nOtIerd When dates
Admiristration(+]  Feports(+]  Papments(+] Ordersf+]
Or events occur on a contract.
e J T 1 To create distribution lists:
[i2 . .
(lEtess st H\Q:gi‘?’;ga] Altgi;ﬁg«m Process List  Process Status [ ] DblCIle the ACCGSSOI’IeS
Bg icon on the Main Panel.
e DbIClick the Distribution

To create a new distribution list:

e Click the New|[icon to add a
new record.

Name the distribution list. In the
SiteManager Database, distribution lists
are maintained by Userld and name. So
each list you create is under your Userld
for maintenance.

e Click the person you want to add
to the list.

icon on the
Accessories panel.

FlaasHTo siteManager

Fle Edit Services Window Help
Pl 2 0y

Distribution List

[User Name -

User Name
Thomas, Frances
faasen, St Add > | Conmar, Wiliam
EEd R aeert, Chiis
[Ebreu, Jose N — |
fucierto-Fent, Gearging
fackerzan, Lamy
{hdams, Amanda Add All ->>
{adams, John
|sdams, Kara <<- Rem All |
{dams, Wesley -
: | _>I_I
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e Click the Add button.

You may select more than one person by holding down the <Shift> or the <Cntl> key while
clicking each person. When you click the Add button, all of the selected records will be added

to the list in the right panel.

Do not click the Add All button, as it will add all of the records in SiteManager to your list.

To remove a person from the list:
e Select that person
e Click the Remove button.

e Click the Save icon when you are finished.

Contract Administration — Completing Contracts

Main Panel Cantract &dministration[+] ]

&éli@g |

Conbiactor ~ Change  Aceessories Manuals(+)
Fayments(+] i

+]
ESlteManager Panel
Main Panel T Contract Admini: I Contract Fiecards(+] |

4B & &

Contractor  Reports [CA+]  Process List
Sl M anagement(+]

Esitel\‘lanager Panel

Main Panel 1 Cantiact Administration(+] T Contract Hecords(+] |

m@.@,}g

L Contracts Projects Calegor Confract Eunllacl D% Conlracts
Funding Autho

Tables|Ca+)

Contract Completion

Functions required over the active
term of a contract may include:

++ Changes to Contract
Header, critical dates,
contractor personnel,

+« Ending and/or beginning
contract authority for
individuals.

% Contract completion.

«» Transfers to DSS.

The Contract completion procedure includes all activity related to changing the Contract status

from active to complete.

The procedure flows as follows:

e The physical work is done and any changes to the Item final quantities have been

approved.

e Look for any Contract data that would prevent final estimate generation or approval.

e After all required data is entered and any issues are resolved, the final estimate may be

generated and approved.

e After the final estimate is approved, the Contract status may be changed to complete.
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e Enter the Physical Work Complete Date.

e Save the record

e Change to Contract Status to Complete

e Save and close the window.

There are several SiteManager reports that may be used to track data during the completion
procedure. The user may run these reports to make sure that all required data has been entered,
or to find data causing discrepancies. The following reports are helpful:

e Contract Status Report

e Item Quantity Report

e Change Order Report

e Required Documents Report

e Dispute/Claim Report

Final Estimate Requirements

To generate the final estimate, the
following criteria must be met:

e All progress estimates must be
approved.

As a part of the completion process, the
user may search for Contract data that the
estimate process would identify as an
error, such as missed Contract
Completion date

Required Actual Dates

The only critical date required to
complete a contract is the Physical Work
Complete Date contained in the Contract
Critical Dates folder tab

FJaasHTO SiteManager

Fle Services Window Help

EEr?sed 0%

Contract ID:  [E2E45w Estimate Nbr:

0003 Status: [PEND

Resolve Hesolve
Date Time

Description Status By

Exceeded Adj Compl Date, and no Physical 'Wwark Complete Dat|Unresolved

FJaa5HTO SiteManager

Fle Services Window Help
LR S

Contract ID:  [EZE43w/ Estimate Nbi:  |0003  Status: |[5PRY

Description Status By Resolve Resolve

Date Time
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Final Estimate

A final estimate is generated the same
way as a progress estimate. The only
difference is that Final is selected.

Make sure that the correct End Date is
entered and then click the Generate
Estimate icon on the tool bar.

The Job Submitted information window
will appear. Acknowledge other windows
as they open.

You approve a Final Estimate the same
way you would a Progress Estimate.

e Click the check box

e Click the Save icon on the tool
bar.

Once the final estimate has been approved
at all levels no changes may be made.

FJaasH1o siteManager

Fle Services Window Help
MK r? DEs yHE|

Contract ID:  [E2E 45w Estimate Nbr:

IDUUS

Generated By: Ikmﬁ?W we On: ID‘I /07403 |1 F26:0205800  Type: IFINL

A 1
PP Levels

RE |

aA |

FJaasH1o siteManager

Fle Services Window Help
MEPr? DEs yHE|

Contract ID:  [E2E 45w Estimate Nbr:

IDUUS

Generated By: Ikmﬁ?W we On: ID‘I /07403 |1 F26:0205800  Type: IFINL

A 1
PP Levels

RE I i

[ormeies  [i32830  Jnariec

Physical Work Complete Date Requirements

Entering the Physical Work Complete
Date begins the Contract completion
process. Before entering this date, the
user should verify the following:

e Final quantities have been
approved.

e All Change Orders are either
approved or not approved. If there
are any pending or draft Change
Orders, the date cannot be saved.

Before completion, the user may generate
Final Quantity Change Orders to approve

FlaasHTo siteManager

Fle Edit Services Window Help

DT T A=

Et:nntracts

Description ~ Location ~ PapmentData© Critical Primary  Prme  DBE Commit ° Training Plan
Dates Personnel

Contractor

Contract ID: |EZE43w/

Critical Date Description
"Work Begin Date

Contiactor Bankmuptey Date

Actual Date Required to Activate Required to Finalize LI
03/01/02 N

00/00/00
00/00/00
00/00/00
00/00/00

Conbiactor Default Date

z = = =

Open to Traffic Date
Substantial work Complete Date

Physical Wark Complete Date

¢__
=]

0E/28/02
0B/28/02

Original Completion D ate:

zszzzzz

Adjusted Completion Date

Critical Date Description: |Physical W/ork Complete Date

Actual Occurrence Date: |04/30/02 I~ Required to Activate

Distribution List: /IS

Message Text: |

 Required to Finalize

Recipient ID:

final quantities. When the Physical Work Complete Date is entered, any Item that has not had a
final quantity approved on a Change Order is automatically assigned a final quantity by the
system. The user may run an Item Quantity report to find out which Contract Items have
approved final quantities and which Items do not.

After the Physical Work Complete date is saved, the system does the following:

e Notifies all Level 1 personnel
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e Notifies the Project Manager and Project Engineer that Contract Authority should be end-
dated for personnel no longer working on the Contract.

e Automatically assigns final quantities and changes status to "Final™ for any Item that does
not have a final quantity approved on a Change Order.

Complete Status Requirements
After the final estimate is approved, the user may change the Contract's status from active to
complete. To save this status change, the following criteria must be met:

e Critical Dates, Key Dates, and Checklist Event Dates marked "Required to Finalize™ must
be entered

e Items must have approved final quantities

e Change Orders must be approved or not approved (none pending or draft)
e Disputes, and claims must be resolve

e Stockpiled Material balances must be zero

e The final estimate must be approved.

Most of these requirements will already be met in preparation for the final estimate. If the
system does no accept the status change, it displays error messages that identify the type of data
that did not meet the validation criteria (e.g., Change Order). The user may run reports or look at
the appropriate SiteManager windows to pinpoint the data that prevented the status change.

Setting the Contract Status to Complete
To set the Contract Status to complete, Sansio siteanager

Fle Edit Services Window Help

« Edit the Contract Description tab [ e T8 2t

and Chan ge the StatUS fl el d tO ‘Description ~ Location ~ Payment Data ™ Critical Dates Pzr”srg:'rfa ED?[E;W " DBE Commit * Training Plan
“Com p lete”. Contract ID: [EZE45w Fed SUP Prj Nbr- [ 178 e
Status: |IEET Primar; PCN:IW
e Click the Save icon vttt - — g —
. Progress Sched: Variance Pct: 0 ate/Province
. Desc: IEDNEHETE DITCH REFAIR r(: ::n:- -
When the contract status is changed to o i [RENDRE DR e I ——
ontract ype:lm = versight
Com p I ete’ the Contract Shou I d be Work Type:lm I Local Oversight Proposal Fund Type: l—
automatically marked t() send t() DSS SpecYi:[ 2000 Unit System: [Engish  Suppl Spec Bk Y[  AwID:[

ion Description Genrl Wg Dcsn ID

When the Contract status is changed to o —
complete, the system performs the

following tasks:

e Automatically end-dates Contract Authority for all users except the Project Manager,
Project Engineer, and personnel with District wide Contract Access and Update rights.

e Marks the Contract "To Be Sent to DSS". Any Contract that is marked "To Be Sent to
DSS" is sent automatically by a daily batch process.
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Completing a contract involves these steps.

Step 1: All Progress Estimates and Change Orders must be approved.

Step 2: All dates other than Physical Work Complete Date that are required to finalize the
contract must be entered.

Step 3: A Final Estimate must be generated.

Step 4: Any final adjustments must be entered.

Step 5: Any estimate discrepancies must be resolved. They cannot be overridden on the
Final Estimate.

Step 6: The Final Estimate must be approved at all levels.

Step 7: Enter the Physical Work Complete Date.

Step 8: Change the Contract Status from “Active” to “Complete”
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Appendix A Filtering, Finding, and Sorting

Filtering

Filtering allows you to set several criteria. When searching for a vendor, one criterion may be
sufficient. When searching for a pay item, two may be needed — one for a spec year, and the
second for the item itself. The filter criteria screen has the physical ability to display 13 rows of
criteria. This should more than enough to meet Department needs.

Finding vendors is an action where the : : : =
filter function will be used. When the list  [Fze .
@Vendnr

of vendors is presented, you may do a
Filter on the list to find the vendor you are | |
looking for if you do not know his vendor ¥

Vendor Id | Vendor Short Name Vendor Type -

num be r. Gl 427550!"T\DN INC m Zearch

(SO MANITOWAOOANE. G
In some Of the fllters yOU run, yOU may 23077935301 15T AMERICAN REAL ESTATE. cmmc Sort
encounter conditions where the data in g | EEm G ez
field is wider than the physical box. If [ ] [E]

you run the filter then make the display box larger, you will loose your filter results. This occurs
with the vendor number. Make the vendor Id column wider before you run the filter. To widen
the columns:

e Place your cursor over the vertical line between two field titles.

e When the cursor changes shape to a two-headed arrow with a vertical centerline, Left
click the line.

e Drag the line left or right as necessary to display the field data.
Now you are ready to run the filter.

e Rclick in the list box.

Filter Criteria - New Filter
e Select Filter. Field Condition Value Join Insert
[Vendor ShartName x| [Lke =] [COUCH COMSTROCTION] Add
e Click the Insert tab. Remove
The filter will display one row for search ?,
criteria. The Field box contains a list of [
fields available for the filter. The Save..
Condition box contains relationship —
choices to the Field. The Value box is an E—
entry field for the specific value of the Help
search.

For this search:
e Choose Vendor Short Name in the Field Box
e Choose Like in the Condition Box.
e Enter the characters “COUCH CONSTRUCTION” in the Value Box.
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Notice that the search is in uppercase letters. Search functions in SiteManager are case sensitive.

e Click the ok button on the right side of the window.

A message box is returned indicating that this filter will return seven

rows.
e Click ok.

From the rows returned:
e Highlight the one desired.
e Click ok.

The particular vendor record will open.

Another field that will frequently be
filtered is the pay item.

This will open the master item list and
you may then use the Filter, Find, or Sort
functions to find the item you are looking
for.

e Rclick any record

e Click Filter.

To use this filter,

e Click the Add button to add a row to the filter. Fild

Enter the appropriate selection criteria. For example,

Spec Year, =, 2000 on this row.

Filter Message

@ Specified Filter will return 7 rows

E Vendor Pick List
@Vendnr
Find - |
~Vendor
Vendor Id Vendor Short Name Vendor Type

WFE30363742001
WFE30363742003
WWFE31183808001
WFE31183808002
FB31183608003
'/F631183808006

COUCH CONSTRUCTION COMPANY
COUCH CONSTRUCTION COMPANY
COUCH CONSTRUCTION, LF.
COUCH CONSTRUCTION LP
COUCH CONSTRUCTION LP
COLCH CONSTRUCTION LP

onstruction Conlractor
onstruction Conlractor

onstruction Conlractar

ooooooo
g g g
g 23

I

I

I
chor

I

I

I

/F342964263002 COLCH CONSTRUCTION, LP. (OLD YF#)

oK Cancel

Eile Zervices Window Help

[l A

E Item Master

onstruction Conlractor

Item Code Spec Short Description Unit Unit =
Year Type
01100 1991 SELECT BEDDING MATERIAL, GRAVEL CUBICY&RDEZE

010 1991 SELECT BEDDING MATERIAL, SAND CUBIC Y4RDEE

01102 1991 EXTRA TREMCH DEPTH CUBICYAF  scarch |

01102 1991 UNFINISHED CONCRETE CUBICYAF —

01104 1991 RESTRAINEDJOINTS OM 8" D.I. PIPE EACH
[1991  [RESTRAINED JOINTS OM 8" D PIPE Find

01105 1591

SPECIAL BACKFILL - FLY ASH COMCRETE

CUBICY&F  Sort

Show Filkerf Sart

Alternate 1D: Spec Book Reference:

Description: [RESTRAINED JOINTS OM &"D.I. FIPE

¥~ Dbsolete Item

I Matesial Item

Item Historical Price: [$.00000

J Maior tem | Suppl Desc Reqd

Fuel Adjust Type:

Ualp

Reference Manual for Maintenance Contracts - SitteManager Release 3.6a

Page 105 of 114



e Click the Add button to add a second row to the

filter.

The criteria could be Short Description, Like, and

SKIP.

e Click the ok button at the right hand side of the window

to process the filter.

The filter at right will search for items matching the
two criteria. A message is returned that says the
filter found two rows that match the criteria.

e Click ok.

e DbIClick the Item you want.

Finding

(= e |
Fauled Comdition Valuw Juin Inset
[Specrem =1l =] oo [en =1 | ada
[Sheat Deseamtors e =fsuH T
Cless
Lt
Load...
Save...
nK
Cancel
Lielp

Filter Message [ x|

@ Specified fitter will returmn 2 rows

Eﬁear[h Window

Item Code  Spec Year

SKIP TRAFFIC S

STRIPE [2 COMP) [v

o703t 1 SKIF TRAFFIC STRIFE (2 COMF) [\N’HfBLAEK]

2000

0K I Cancel |

A quick way to locate a record is to use the Find window when it is available. One example is
with the vendor list. The Find function is nearly always available for SiteManager lists.

e Widen the Vendor Id column.

e Click on the Vendor Short Name
column.

e Type a Vendor name in the Find
box.

As you enter several characters, the
Vendor Short Name column will begin
to be sorted in the typed characters.

Select the record you want.

You may also access the Find Criteria
screen to perform the function. At the list
window:

e Rclick any record.
e Click Find.

The Find Criteria screen will open. Note

that the Like condition is not available. Consequently you

[ vendor Pick List

WFE30353742007
YFB31183808002 [
/FB31183808003 [
/FE31183808006 [
VYFE31183008001 [
YF942964269002 [§

P AASHTO SiteManager

Fle Edt Servires

Wirdow  Help

I P vendor pick List [ x]
E Selection
| Famenda
Find: [Couc
| Vendor
Vendor1d | Vendor Short Name -

WFE30353742003 COUCH CONSTRUCTION COMPANY
| COUCH CONSTRUCTION COMPANY
COUCH CONSTRUCTION LP

WFE31183808003 COUCH CONSTRUCTION LP
WFE31183808006 COUCH CONSTRUCTION LP
WFE31183808001 COUCH CONSTRUCTION, LP.

WF342964269002 COUCH CONSTRUCTION, LP. (OLD VFH)

Sort

Fiter

Show Filter/ Sort

Search
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must be more complete in your criteria statements than in the search criteria discussed above.

Sorting
ot i
Many but not all list window may be —— ‘
i i e |
sorted. Here is the Vendor list as an i o5
i Wendor
example. -
e Rclick any record. ol
VendorId | Vendor Short Name
e Click Sort. oo wTRLCTIO NE
L
At the sort window you may sort on the fields available in | Fd i T e |
the list. List the fields in the sequence to be sorted and ——— s <] | s |
indicate whether each is to be ascending or descending. =
Clear |
Load... |
Save. .. |
0K |
Cancel
Help |
This screen shows the fields that are available for sorting iaine |
- - . Field Order |
against the master pay item file. S | =
- |[Ascending B3| Add
:;E;gl“;::%" ReqgInd" i Bemove |
e ear |
i::nrt,aslsrf!iﬁ:inbliid &I
- Save. .. |
0K |
Cancel
Help |
This screen shows the fields that are available for sorting iaine
- - - - - Field Order |
against the user list file. In a list such as this, where you can J—— |
- i Userld Add
only practically sort on one field, a sort may be performed UserNae —
by clicking on the Field Name header of the column to be o |
sorted. Losd.. |
Save. .. |
0K |
Cancel |
Help |
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Appendix B Glossary

AASHTO American Association of State Highway and Transportation Officials.
AASHTOware AASHTO owned and distributed software.

AGC Association of General Contractors.

API Application Program Interface.

Application Workbench 7 components: (1) Materials Testing Templates, (2) Custom Contract
Records Templates, (3) Custom Approved Lists Templates, (4) Security Administration, (5)
Reference Table Maintenance, (6) Help Text Maintenance, Message Maintenance.

Architecture GUI Windows-based client/server architecture interoperable across various
hardware platforms and will comply with Microsoft's ODBC and OLEZ2 standards.

ASTM American Society of Testing and Materials. An association which defines standards and
procedures for tests and materials used by the construction industry and others.

BAMS AASHTO’s Bid Analysis Management System for Managing Transportation Programs.
Now known as Trnseport.

Bid Quantity The quantity of an item of work appearing on the contract between the prime
contractor and the DOT. Generally an estimated quantity. Also called the award quantity.

Bituminous Price Adjustment An adjustment to the price of an item of work based on a
significant change in the price of asphalt products and the quantity of asphalt in the item. An
asphalt (or bituminous) price index is established at the time of the contract, and is compared to
the index at the time the item is installed.

BLOB Binary Large Object.

BPE Business Process Engineering.

CAD Computer Aided Design

CAS The Construction Administration System module of BAMS.

Category A grouping of items within a contract project. Usually set up during pre-construction.
Can be done for the purpose of grouping like or related items, such as roadway items, traffic
control items, or structure items. In BAMS TM all items within a project category share the
same funding sources.

CES The Cost Estimating System module of BAMS.

Charge Day A normal working day for a contractor. See No Charge Day and Credit Day.
Checklist Event A scheduled event associated with a contract.

CMS Construction Management System.

CNS Construction (subsystem)

CO/EWO Change Order/Extra Work Order.
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Contract The entity which represents the legal agreement between the contractor and the DOT.
Can include multiple projects, each of which includes specific items of work.

Conversion Factor The factor applied to the item quantity to determine the material quantity.
The conversion factor converts the item’s quantity based on its unit of measure to a material
quantity based on the materials unit of measure (e.g., item bid in tons and sampled in linear feet).
Current quantity multiplied by conversion factor equals required quantity. Also called placement
factor.

CPI Continuous Process Improvement.

Credit Day A day in which limited or no work was completed (e.qg., official shut down, rain
day). This does not relate to liquidated damages. In other words, the DOT allows the contractor
to have credit for a no charge day of work. See Charge Day and No Charge Day.

Critical Date The Critical Dates are required dates because SiteManager includes critical date
information in the standard Contract status reports. The default Critical Date types are defined
for the transportation agency when the system is installed. The User can not add, modify, or
delete the Critical Date types. SiteManager adds the Critical Date types automatically to each
new Contract.

CUF Commercially Useful Function.

Current Quantity Bid quantity plus the net quantity on approved Change Orders, unless an
anticipated overrun or underrun has been entered in a state which allows overruns without
Change Orders. If an anticipated overrun or underrun has been entered, the over/underrun
quantity will be the current quantity. If a final quantity has been approved, the final quantity is
the current quantity.

Daily Inspector’s Daily Work Report. Captures data for a job or part of a job on a daily basis.
Associated with either a particular inspector or a particular aspect of the job (e.g. bridge deck or
paving). Data is collected on a standalone PC, and is uploaded to a “master” PC which contains
the current copy of the contract. There can be none to many DWRs per contract.

DBE Disadvantaged Business Enterprises.

DBE/WBE Disadvantaged/Women Business Enterprises.
DBMS Data Base Management System

DC The IBM CICS/DB2 version of BAMS.

Development Software Application written in PowerBuilder.
DFD Data Flow Diagram.

Diary Record representing all work done on the contract for a given day. Includes weather and
time charge information. When the Project Manager approves the contract diary, all installed
item quantities from all DWRs for that day are available for payment and will be used the next
time an estimate is generated. Must be one and only one for each contract per day.

DOT Department of Transportation. In the documentation, the term transportation agency is
used.
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Draft Estimate The estimate generated automatically by SiteManager, formerly CMS, from
previously entered data. This estimate is generated upon request (usually from the Project
Manager), and is available for review within minutes of the request.

DSS The Decision Support System module of BAMS.
DWR Daily Work Reports (Pen Based System).

EBS Electronic Bidding System.

EDA Economic Development Association.

EEO Equal Employment Opportunity.

Estimate Payment for all or part of the work accomplished by the contractor and his
subcontractors. Variations on the term are partial payment, estimate payment, progress estimate
(for all estimates except the final one), and voucher.

Estimate Generation SiteManager, formerly CMS, automatically generates an estimate from
previously entered data. This data can include installed quantities from approved diaries,
stockpiled materials, and adjustments. The estimate generation process is initiated by the Project
Manager, and occurs virtually immediately, in background. When the generation is complete,
the Project Manager can look at the “draft” estimate, which is a list of all the items for which
payment is being made, plus all other adjustment-type data. Note that the Project Manager does
not have to enter data on every item to be paid; this information comes from data previously
entered on the system.

Extra Work An item of work not provided for in the contract but found essential for the
completion of the project.

FHWA Federal Highway Association.

Force Account In the most general sense, a method of applying a cost to a defined piece of
construction work. Often used when the DOT and the contractor cannot agree on a cost for the
work before it is done, or when the full extent of the work cannot be determined in advance.
Consists of data on the equipment, labor, and materials used by the contractor when doing the
work.

Fuel Price Adjustment An adjustment to the price of an item of work based on a significant
change in the price of fuel. A base fuel index is established at the time of the contract and is
compared to the fuel index at the time the item is installed...

GDS Graphical Data System.

GUI Graphical User Interface.

GPS Global Positioning System.

HighEst Highway Construction Cost Estimate Workstation.
HUB Historically Underutilized Business.

IAS Independent Assurance Sample.
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IDWR Inspector’s Daily Work Report. Captures data for a job or part of a job on a daily basis.
Associated with either a particular inspector or a particular aspect of the job (e.g. a bridge deck
or paving). Data is collected on a standalone PC, and is uploaded to a “master” PC which
contains the current copy of the contract. There can be none to many DWRs per contract.

Installed Quantity The quantity of a line item which has been completed and can be paid. Can
be an estimated quantity until the approved final quantity is determined.

ISTEA Intermodal Surface Transportation Efficiency Act.
JAD Joint Application Design.
JMF Job Mix Formula.

Job Mix Formula The specific requirements for blending materials used in an asphalt or
concrete mix for a contract.

Key Date The Key Dates are not considered “critical dates’ because SiteManager does not
require them for the standard Contract status reports. SiteManager adds the default Key Date
types automatically to each new Contract.

Key Value When associated with an entity, data store, or table, the values by which that entity,
data store, or table can be uniquely identified. For example, “contract ID” is the key value which
identifies the contract data store.

LAS The Letting and Award System module of BAMS.,
LAN Local Area Network.
LIMS Laboratory Information Management System.

Liquidated Damages Charges assessed by the DOT because the contractor did not complete all
or a portion of the work before a specified date or time. The damages are intended to cover
additional DOT costs associated with the contractor’s failure to complete the work on time.

Lump Sum Most items of work are paid for in terms of an item of measure relating to a physical
characteristic of the item; for example, guardrail is usually paid for in linear feet. For items
which are defined in the proposal as lump sum, payment is not made in terms of a physical
characteristic. The contractor bids a dollar figure for the entire item of work, and is paid that
dollar amount (unless circumstances change significantly), either in one payment or in a series of
partial payments.

Milestone Intermediate steps within a contract which must be met to receive incentives and
avoid disincentives.

MM Materials Management subsystem.

Mix ID Method by which a DOT defines different types of test for concrete/gravel/sand/asphalt
concrete. Types include: Aggregate, Super Pave, Marshall, and Portland Cement.

No Charge Day A day in which limited or no work was completed, but work was scheduled.
See Charge Day and Credit Day.
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NOI Notice of Intent. The official notice provided by the contractor to the DOT which indicates
that the contractor intends to file a claim.

NOT Notice of Termination.

OCR Optical Character Recognition.

ODBC Open Database Connectivity.

OJT On-the-Job Training.

OLEZ2 Object Linking and Embedding Version 2.

Paybook This term is frequently used in the transportation business. The SiteManager, formerly
CMS, paybook displays information regarding how much was paid to a contractor, when the
information was sent to the financial department, etc.

Pay Factor Adjustments Adjustments to the agreed price for an item based on test results.
PBL Power Builder Library.

PE Professional Engineer.

Pending Quantity The quantity of an item on unapproved Change Orders.

PES The Proposal and Estimates System module of BAMS.

PIN Project Identification Number.

Pipeline The pipeline process loads data groups from one database to another. The Project
Manager uses the pipeline process to upload and download data directly to and from the Server’s
database.

Prime Contractor A firm or corporation who has a signed contract with the DOT to perform
work. Often referred to as the contractor.

Project A construction job, defined using a number of items of work which must be
accomplished. Multiple projects can be grouped into a single contract during the letting process.
Within BAMS, projects are divided into categories, which contain items. All items within a
category must be funded in the same way, in general.

Project Manager (PM) The individual responsible for the day-to-day management of the
contract. The person responsible for approving the contract diary. Also has responsibility to
maintain contract records, perform contractor evaluations, and do a design evaluation at the end
of the job.

Proposal The document by which the DOT describes the construction work to be done, and
requests bids on that work. When a job is awarded, the proposal becomes the contract between
the DOT and the contractor (with some additional documentation).

QA/QC Quality Assurance/Quality Control.
RAS Remote Access Support.

Required Quantity Current quantity times the conversion factor for the material. Identifies the
quantity of the material which must be tested and approved.
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Reporting Standardized reports developed within the application.
Represented Quantity Amount of material represented by a sample.

Retainage Funds withheld from the progress payments made to the contractor for the purpose of
ensuring that the work done is satisfactory and that timely progress is made.

RFP Request for Proposal.

Sample Provides a record as to why a material from a designated source is being tested and/or
accepted for a contract (or multiple contracts or multiple line items in a contract) or "other"
entity (e.g. purchase order, research, preliminary survey, etc.). The Material Sample area in
SiteManager can be used to record sample and testing information as well as provide a source
record for accepting material for reasons such as manufacturers certification, visual acceptance,
approved source, etc. where testing is not required. ldentified information includes the sample
identifier, date sampled, reason for taking the sample, reason for accepting the material, material,
material source, represented quantity, sample quantity, location, mix identifier, plant, pass/fail
status, approval status, comments, etc. Testing information (test results, labs, testers, completion
date, etc.) can also be recorded.

SCOSS AASHTQ’s Standing Committee on Software Systems.
S/F Semi-Final.
SiteManager The name of the system being developed by the prime sub-contractor Info Tech.

Special Provisions Additions and revisions to the standard and supplemental specifications
covering conditions peculiar to an individual contract.

Specialty Items Items of work which require highly specialized knowledge or equipment not
ordinarily available in the contractor community. These items can be excluded from the value of
the contract when calculating the percentage of work which must be done by the prime
contractor.

Specifications The directions, provisions, and requirements for construction and materials
defined by the DOT and included by reference in construction contracts.

SQL Structured Query Language.
SRS System Requirements Specification.
SSN Social Security Number.

Stockpiled Materials Materials which are eligible for payment before they are “installed.”
Sometimes called materials on hand or allocation for materials.

Surety A corporation or company which executes a performance or payment bond furnished by
the contractor.

Supplemental Specifications Additional specifications not included in the most recent
published version of the DOT specification book. In general, they supersede or supplement the
specifications in the DOT specification book.
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Subcontractor A contractor who has a signed contract with either a prime contractor or another
subcontractor to do a portion of the work on a construction contract. A subcontractor does not
have a contract with the DOT for this work. A contractor can be a subcontractor on one contract
and a prime contractor on another.

SWPPP Storm Water Pollution Prevention Plan.
TAG Technical Advisory Group.

TFJID AASHTO’s Task Force on Joint Development
TRT Technical Review Team.

Type of Test Reason for which sample is being taken. For example, manufacturers certification,
visual, independent assurance, acceptance.

Unit of Measure The term describing the physical characteristic by which an item or material is
measured. For items of work on a contract, the unit of measure defined in the contract is used
when paying for the item.

Vendor A contractor (prime or sub), producer, supplier, hauler, trucker, surety, bonding
company, utility, or other commercial concern being referenced in SiteManager, formerly CMS.
Before any of these entities can be used in SiteManager, some limited data such as ID (generally
the Federal tax ID), type, and name must be entered on a vendor list.

W/G Warranty/Guarantee.
WORM Write Once, Read Many.

Zip The zip process compresses data for transfer from one workstation to another. The Project
Manager and the Inspector use the zip process when they pass data back and forth in the field.
The Department is not using this feature.
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