Maintenance Quick Guide

SiteManager
Contract Activation
To begin this part of the activation:

Main Panel Contract Administration(+) ]

@Ii@@

X D aily work, Contractor Change Acoessones(+] Manuals(+)
3l Reports(+) Payments[+] Orders(+]

E SiteManager Panel

e On the Main panel, DbIClick
Contract Administration.

e On the Contract Administration

Main Panel T Contract Admini 1 Contract Records(+)
i 2 B - panel, DbIClick Contract
Toetae B o) Records.

[ Main Panel 1 Contract Administration(+] T

ﬁﬂ@.

Projects Categaries

Contract Contract
Funding Authority

P& AASHTO SiteManager

Ele Edt Services Window Help

[MRE? DEEaB|En=E

P Contracts
Desciiption Location  * PapmertData  Cifical Dales * Pimary Personnel © Prime Conlractor ~ DBE Commt * Training Flan
Contract ID: [E4G46-0 Fed St/P1 Pri Nbr: [N/A
Status: [Pending - Primary PCN: [23145118201 -
District:[14  ~ Resid-Yard: [43]  ~ undin

Progress Sched: |

Desc:[STRIFING CONTRACT
Time Charges: |CALENDAR DAYS v| BidDaps:| 65  Bid Amt $450,000.00

Contract Type: [Maintenance Contract =l " Fed Oversight
Work Type:[Mantenance Other =l I” Local Oversight
Pioposal Fund Type: |
Spec Yr:[ 2000 Unit System: [Engish  ~] Suppl Spec BRYr [ Awm:[

Genil Wg Desn 1D \

Contract Records(+)

w5 8

e On the Contract Records panel,
DbIClick Contracts.

Contracts Record

The following information is required to
activate a contract.

1. Description Tab: Most of these fields will
transfer from LAS. Enter information for
these additional fields. Primary PCN (select
one), Resid/Yard (Maintenance Area cost
center), Work Type (Maintenance Other),
Wage Decision (0000 Wage Decision).

Location Tab: A Primary County must be selected.

Payment Data Tab: For Retainage, leave the Unlimited Escrow box checked. Zero out all of the
percentage and amount fields on the Retainage Changes record.

4. Primary Personnel Tab: Enter the Project Manager and the Project Engineer. They may be the

same person.

5. Prime Contractor Tab: The Prime Contractor's Surety and Insurance companies must be entered
as Prime Associates. If they do not appear from the search, go to the Vendor Panel and create the
association. See the Maintenance Training Manual for the procedure.

6. Critical Dates Tab: Enter the Execution Date, Notice to Proceed Date, and Work Begin Date.
The NTP Date should be the date time begins. Letting and Award Date will transfer from LAS
and may not be changed. Original Completion Date and Adjusted Completion Date will be

calculated in SiteManager.

7. Change the Contract Status to Active, and save it.
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Modifying Contractor Payment Approval Levels

The approval levels for estimates must be
& Hein ” L “””'gpm”‘s“é ] changed at the individual contract level.
¢ 4 LI .
)
Contract Daily wark Change Acocessories(+]  Manuals(+) TO d O th IS !
Administration(+)  Reports(+) 3y Ordersl+]
* DbiClick Contractor Payments
kit Panel T Contractor Payments{+] I Reference Tables [CP+) | on the M al n Panel .
Bt Ad_cntm.actt[ ] Rieports (CP+) f J Froses i o DbIClick the Reference Tables
jlustrents(+ ] .
icon.
Main Panel T Contractar Payments(+] T Reference Tables [CP+] ° D b I C I | C k the CO nt I"aCtO r
I c. Payment Approval Levels icon.
e Discrepancy
Options

= AASHTO SiteManager

i 1. Delete all but two levels. Set the Descriptions to
EEL] + = = - - .
Project Manager and District Manager. Set
Contract ID: [E2E43 [CONCRETE DITCH REPAIR the User GrOUpS to MAINT DO USER, and
Estimate Type: ,m [~ Use System Defaults Maintenance EStimate Approval Group-
2. Set the approval levels for all three Estimate
Level Description
Types:
. :;::z:;;:; MGR SECURITY COORDIMATOR ﬂ ° P rog ress

|MAINT DO APP MGR SECURITY COORDIMATOR 2|

e Supplemental
e Final

3. Unless a user is a member of the groups that are
assigned to these levels of authority, they will not
be able to generate or approve an estimate for
this contract.

4. The user should be assigned as a member of both
groups.
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Daily Work Reports

To create a DWR:

. .
—— T e e DblClick the Daily Work Reports
<5 S g icon on the Main Panel.
_Eo_ntrat_:t Contractar Change Accessones(+] Manuals(+) ) }
Administration+] Payments[+] Orders(+] ° D b I CI ICk the Dal Iy WO rk RepO rtS
.
\ Main Panel | pailywork Reportss) | icon.
; = = :
, = PL ‘ Hifﬁ DWR Info. Tab: (Verify that the correct
ary Iston ocess List eference
eports T ables[DMHR+] H
contract is open.)
Fle Edit Services Window Help ;
ELIEARE T = e Click the New button on the tool bar.
DWH Info. " Confractars " Contractor Equip. ™ Draily Staff T Work Items * FoceAcoounts ) Change the DWR Da‘te to the date the
e work was completed for the invoice
DWR Date: [ 11/22/02 | .
Locked: F Temperature Weather Conditions bel ng processed .
Authorized: F High: [ ill AM.: :l'

Authorized Date: [007/00/00 Low:| 0 =

P.M.: =1

No Work Items Installed: [+
No Contractors On Site: [
No Daily Staff On Site: v

Work Suspended: [
bz =1
Suspended Time: [T000 =]
e =1
Resumed Time: [0000 =

Remarks:
Accident

El
Addtl. Weather Descip.
Claim Issues
=l

AASHTO SiteManager

Fie Edi Zervices Window Help

EReEg Deswr &

OWwh Info.

" Contractors Contractor Equip. © Daily Stalf

Date: [10/17/02
Nbr of Nbr of
upervisors|

© Force Account ts

Contract ID: [E2F22 1

nspector: _[Connor, wWillam

Contracty

[ [T
LI BB £ ASHTO SiteManager

fle Edt Services Window Help

mleg Deud| D E
B Daity Work Reports
Personnel Ty DWR Info. Conbractors Contractor Equip. © DalyStat © Workltems ° Foroe Accourts

Contract ID: [F2F22 Inspector:  [Connar, Willam

Date: [10/17/02
n of NI

[Contractor

VF592962056001 AMERISEAL NORTHEAST FLORIDA INC *AMERISEAL NORTH

Nbr of Total
IPersonnel Type Py Hours

Hours
eeeeee ‘Worked o

e Enter applicable Remarks (optional).
In general, remarks are not necessary.
Enter a remark for unusual and
pertinent circumstances.

e Click the Save button to save your
changes.

Contractors Tab:
e Click the New button.

e Click the down arrow in the
Contractor field.

e Select the Contractor.

e Click the Save button to save your
changes.
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BJaasHTo siteManager
Fle Edit Services Window Help

DR oW #E
[ e

DWRime * Coiactos  ComaetarEaup © DSt Work ltems Foree Aceaunis

|: niract ID: [E2F22ne Inspector: [Comar, Wilam  Date: [B8/30702
LInE |I2m Sul Dnl me t | -

Toasbe u om Code InstidDes;
]‘F}" A LGES THERMOPLASTIC

[40341817201{0010 0532 EI71| 4 ARROMS  THERMOPLASTIC

[40341817201+{0015 0532 0711 5 1 ELHDE LINES (THERMOPLASTICY (WHITE) '-

(40341817201 w0020 552 711 52 bu\DE LINES. (THERMOPLAST\C)(VELLOVV) l_
B =

g EAASHID SiteManager

[#33 File Edit Services Window Help

403 -

Cmmee Deyd0 EcEr

(B Daily work Reports

HO3 |~ DwRife.  Combiactars | CorfractorEquip, © Daly Stall Work ltems  Fares Accaurts

E Contract ID:  [E2F22wc Inspector:  [Connor, iliam Date: [11/22/02

% Project Nbr. [45331817201ne Line Itm Nbr: [ D015 ltem Code 0711 5 1 Category Mbr: | 0532
[a03 Item Desc: [SUIDE LINES CTHERMOPLASTIC) (AHITE) Unit Price: | $ 76000
[405 | | Supp Desc 1: [
LoJ| [svwp Dese 2]
Qty Reported to Date: [ 0.000 Oty Autharized to Date: 1000 Units Type:[ [F
Qiy Installed to Date: [ 000 Bid Quy: [[717.000 Pay To Plan Qy:[]
Status: Potive Oty Paid to Date: [ 000 Cument Contract Qty: fi717.000
Loc SeaMbr [Location Installed [ _Placed Aty__[Plan Page NumberTemptt Used
I E— — —
Placed Qty: oo Contractor: [ JEa |
Plan Page Nbr| i LocSeqNbi: [T
[Tt o Measured Indicator: [
Station Offset Distance Station Offset _Distance
Fom: [ 4 [ [ 00 To:| 4f o[ | 00

The Daily Diary

ﬂ‘;meManager Panel ﬂ
Main Panel Daily Wark Reports(+] 1
[
¢ B 1 © m 0
Contract Contractor Change  Accessoriss(+]  Maruals(+)
Administration]+] Payments(+] Orders(+]
ﬂsiteManager Panel ﬂ

| Main Panel

Do

Reports

Daily Work Reports(+] |

lIJfﬁ

History

Process List

Relerence
Tables(DWwHR+]

Fie Edt Services Window Help

lzfed DR B

Contract ID:

ETD74
Diary Date:[ 10/10/05  Last Modified User ID: Creator User ID-kn37Twe

IDWR Template
- ﬁ
B

Work Items Tab:
e DblClick on the Item.
e Click on the New button.
e Click the Placed Qty field.
e 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 various
or whatever name you have assigned.

e Click the Save icon.

e Click the Work Items icon on the tool bar
to continue until the quantities for all items
have been entered.

To access the Diary:

e DbIClick the Daily Work Reports icon
on the Main Panel.

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

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

e Click the Preview DWR icon on the tool
bar.

If all looks correct proceed with authorizing the
DWR.

The Authorize Tab:

e Click the check box under the
Authorized column.

e Click the Save icon.
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Contractor Payments

ESlteManager Panel ﬂ

Main Panel Contractor Payments(+)
—
5 B ii & 7 o
=
Contract Daily Work Change: Accessories(+] System Manuals(+]
Administration(+)  Reports(+] Orders(+] Administration(+)

ESlteManager Panel n

Main Panel Repoits [CP+) |
Estlmate[ ] Contract Rieports [CP+] Reterence Process List
Adjustments(+] Tables (CP+]

E‘Sltemanager Panel ﬂ

Main Panel Conlractor Payments(+] 1 Reports [CF+)

IIII

Summary By Summary By Estimate Activity IS DO vvork Suspendd Wiew Saved
Froject Funding 0g Fiesume Times  Reports (PSR

ESiteManager Panel [x]

Main Parel T ¢ P I | Esfimate(+) |

Contract Reports [CP+) Reterence Process List
Tahles [CP+)

Adjustments(+)

ESiteManager Panel [ x]

[ Main Pariel Contractor Payments{+] T Estimate(+]
{70
53 l g £ [F
Estimate Estimate Estimate Item  Estimate ltem  Estimate Histary Estimate
Summary  Discrepancy Detail Payhaok Approval

Estimate Estimate
Riejection Tracking

I a4SHTO SiteManager

File Services ‘indow Help

Mm% 0SS g

E Generate Estimate

Contract ID [ETDE3R1 Last Estimate Humber: on22

Generale Estimate Number: I 0023

~Date Type

Begin: [09/05/05

End: [10/15/05

i+ Progress

" Final

€ Supplemental

October 2005
5 M TWTEFS§

1
23466 73
9 10 1 12 13 1415

I~ Delay Generation
16 17 18 10 20 21 22
233435 26 7 W
a0 31

&|m] 3

Progress estimates:

After the DWRs have been entered and
approved.

e DbIClick the Contractor Payments
icon on the Main Panel.

e DbIClick the Reports icon.
e DbIClick the Installed Work icon.

Verify that the data reflects the quantities and
prices on the contractor's invoice. If there are
errors other than penny rounding, Un-
authorize the Diary and correct the DWR.

e DblClick the Estimates icon.

e DblClick the Generate Estimate icon.

e Enter the appropriate DWR Date for
the estimate to match the invoice. (It
will be the date work was completed
for the invoice)

Do not check the Delay Generate field. The
estimate number that you are about to create
will be shown in the Generate Estimate
Number field.

e Click the Generate Estimate icon on
the Tool bar.

A message screen will appear when the
estimate generation process is completed.
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Estimate Verification and Reporting

ESitEManagEr Panel

Fle Edit Services wWindow Help

Main Panel I Contractar Papments(+] T Estimate(+]
[ (U}
= = & [
Generate e Estimate Estimate ltem  Estimate ltem  Estimate: History Estimate
Estimate Discicpancy  Deetal Paybook. Approval

ﬁ EJansHro sitemanager

Fo | DE B2 3 O E IS/ &

Contract ID:  [E2F22 Esl

Liquidated Damage:
Othes Adjustments:

Paid To Conbtiactor:

EEstimate Summary

timate Nbr:  [0005

Previous This Total ($)

Estimate(s] ($] Estimate [$) To Date
[ EEEEE| o0 [ $em0ara0s
[ E o | .00
[ EEEEE| o0 [ $em0ara0s
[ E o | .00
[ s000 | F | $0.00
[ s000 | 000 [ $0.00
[ s000 | 000 [ $0.00
[ s000 | 000 [ $0.00
[ FELEIE | EIELE $0.00
[ 0625356 | $6407908 | $870373 05

||=Defi|:|enl Payrolls: [~ Civil Rights Rpt. Deficiency: [ Item: [ Other [

Subcontral

ctors Paid - [~

ESiteManager Panel

The Estimate Summary:

DblIClick the Estimate Summary icon.

DbIClick the Estimate Number you want.

Verify that the calculated payment is correct.
Liquidated Damages, Retainage, and Other
Adjustments must be done through the Contract
Adjustment Screen. If there are errors in the
estimate, it must be deleted, corrected, and re-
generated. When an estimate has been approved at
the first level it must be rejected before it can be
deleted, corrected and re-generated. You must be
logged into SiteManager in the second level
approval group to do the reject.

To Reject an Estimate:

Main Panel I Contractor Paymerts(+] ]
e LE) . .
§§ Dm ? AQ“ s ‘ e DbIClick the Contractor Payments icon
Administration(+]  Reports(+] Orders(+] On the Main Panel'
_ WerPaed T Connachor Faymeniits) | Fainaet] I e DbIClick the Estimates icon on the
&5 i — Contractor Payments panel.
Contract Reports [CP+] Reference Process List
Adjustments(+] Tables [CP+)
Main Panel 1 Contractor Paymentsf+] T Estimate{+]
ja L ‘s
e Generate Estimate Estimate Estimate tem  Estimate Item  Estimate History Estimate
Estimate Summary Digcrepancy Detail Paybaak. Approval
i e DbIClick the Estimate Rejection icon
on the Estimates panel.

File Services Window Help

RlkY D= gl

Contract ID: [E4D3R0 Estimate Nbr:  [0005 .

Generated By: ‘kmﬂZlc On: |D1f20/04 ‘1 5512412500 Type: ’W

Approval Information

Project Engineer jol /20004 [15:54:43 fknd2rc ; ;

D4 Office Engineer [i/zziod 151325  |endd6bn e Enter a Reason for REJECtlon and

E st Approval Group .

e Click the Save button.

Reason For Rejection:

Excessive item overruns J
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- To Delete an Estimate:

B EJansHT0 siteManager
Re Fle Services Window Help L]

el U= i

SiteManager Panel

Administration(+]  Reports(+] Ordess(+|

Main Panel I Conaclor Papments(+] ]
& : S [
oy
Contat  DalyWork Change  Accsssoriss(+]  Manualf+)

SiteManager Panel

Main Parel I © F ) | Estimalel+] |
iy !shnn m E
Contract  Reports(CP+]  Refersnce Process List
Adjustments(+) Tables [CP+]

SiteManager Panel

[ bhain Panel I Conlraotor Payments(+) i Estimatefs)
5 g £ & ¢

Generate Estimate Estimate Estimats [tem  Estimate [tem  Estimate History
Estimate Summary Discrepancy Detal Paybook

E="

Wi

Estimate Estimate

Rejection Tracking

EJaasHio sitemanager
File Services wWindow Help

ODBF? Dew M

Contract ID:  [E2F22 Estimate Nbr: 0005
Generated By: [mt210j  On: |03/19/02 03:11:04:34300  Type: [PROG

Project Engineer ‘ ] [ooso0/00¢  [00:00:00 [

District Manager ‘

Estimate History
°
Contract ID: [E2E45W Description1: |EDNEF\ETE DITCH REPAIR
Estimate Net Pay Period PM PM Last Appr. Last Appr. Est
Humber End Date User ID Appr. Date User ID Date  Stat
Oooz §42,000.00 04/15/02 k37 Twe 0170302 kn37 Twe: 01/03/03  APRY [ J
0001 $44,000.0003/31/02 kn37Twe 0170302 kn37Twe 01/03/03  APRY
[ ]
4 »
[ ]

Mﬂ‘"P ! E'\; Deleting an estimate is accomplished from the
E =] ) i - - - -
Eéer_ve;ate gsl\male DEstlmate Esllrgale_:tem Eslt:\'mage\t:m Estirr Yy Esl\matel EStI mate H IStO ry Screen- The estlmate must be In

PEND or RJCT status.

DbIClick Contractor Payments on the Main
Panel.

DbIClick Estimate on the Contractor
Payment panel.

DbIClick Estimate History on the Estimates
panel.

Select the Contract and Estimate to be
deleted.

Click the Delete button on the tool bar.

To Approve an Estimate:

e DblClick the Contractor Payments
icon on the Main panel.

e DbIClick the Estimates icon on the
Contractor Payments panel.

e DbIClick the Estimate Approval
icon on the Estimates panel.

e Choose the Contract by DbIClicking
it.

e Approve the first level of the estimate
by clicking on the selection box, and
saving.

When notified that the payment has been
accepted by FLAIR, log into SiteManager
under the second level approval group
(Maintenance Estimate Approval Group) and
repeat the steps above.
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The OOC Report

B http://has.dot state.fl.us/HostAccess/ENU/Enterprise/ RequestConfig.asp?WebView=e%2DVANTAGE + ACTI - Microsoft intem

Fle Edt View Toos Connecton Options GoTo Favortes Heb |

Bk ~ % - @ [ M| Qseach (aFavortes Pveda B[ - S =

‘Address [ http: fhas.dot.state.

AR

i VATAGE A ovacTivEReD ] @G |k »

e @ e

tsm

KN971WC.SPFLOG6. LIST has been deTeted.
READY

Fle Edt View Took Connection Options GoTo Favoritss Help

1 http://has dot state.fl.us/HostAccess/ENU/ Enterprise/RequestConfig.asp?WebView=e%2DVANTAGE +ACTI - Microsoft Intern INEIRT|
Fle Edit Vew Took Connection Options GopTo Favorites Help K
EBack + = - @ (A (| Qesrch GFavortes @veda 3| B & = =
‘Agtdress [ €] htp/has.dot.stat . T O+ACTIVEY2DKE =] @G0 |Links >
CedlSlyeenlos @ae
777777 --- TRNSPORT INTERFACE TO (PES,LAS,SITEMANAGER,DSS) ---------------
OPTION A
PRODUCTION - 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)
D - FTP_PAY ITEM HISTROICAL PRICES
28 nttp://has.dot.state.lus/ HostAccess, ENU/ Enterprise/ RequestConfig.asp?WebView=e%2DVANTAGE ACTL - Microsoft tern S|
Fle Edt Vew Tods Conmecton Options GoTo Favortes Hep |
SBak - @ [2) A Qseach (lFavorites @veda F| B S =1 [
e [ it cot tate onf, VANTAGE+ OraCTIVE%2D(E =] PGa | Lnks
DeESsnealed @
o] ---- TRNSPORT INTERFACES TO (PES,LAS,SITEMANAGER) Row 1 to 1 of L
X - Ey| COMMAND ===>
z-1
A - SITEMANAGER PAY ESTIMATE
SELECT| THIS PROGRAM PRINTS THE PAYMENT ESTIMATE REPORT FOR CONTRACTOR PAYMENTS.
Fl=Hg| IT IS RUN AT THE MAIN DISTRICT OFFICE BY MAINTENANCE AND CONSTRUCTION.
F7=uf| **NOTE: MULTIPLE CONTROL CARDS ALLOWED.
:
10 #¥ENTER CONTRACT# , 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 CONTRACT# ESTIMATE# CONTRACT
— 0001
Bottom of data *
F1=HELP F2=SPLIT F3=END F4=RETURN  F5=RFIND F6=RCHANGE
F7=Up F8=DOWN FI=SWAP F10=LEFT F11=RIGHT  F12=RETRIEVE
o] 18/58
B http:/ /has.dot state.fl.us/ HostAccess/ENU/ Enterprise/RequestConfig.asp?WebView=e%2DVANTAGE +ACTI - Microsoft

Bk - = - @ B 4| Qoearch GiFavortes @Meda BBy S = 2

Address [@)

™ E-

Dedlslsmenlod ows

FORMS :
14 X
14 x
14 X

ENTER THE FOLLOWING: EXAMPLES :
USERID ===> KN971WC A RDI9IIXX
ACCOUNT NUMBER 5565971
PROJECT REQUEST NUMBER 333444666 333444666
ROUTE PRINT LOCATION RMT8, DIST3, LTCNT7XX

JOB CLASS
MESSAGE OUTPUT CLASS

JOB CARD INFORMATION(MANDATORY)

2,5,7.8,9
A(PRINT), Q(L3)
8 1/2 GREEN BAR STANDARD

8 1/2 GREEN BAR 2-PART
8 1/2 WHITE 3-PART

8 1/2 e y
8 1/2 Fle Edit View Tools Connection Options GoTo Favorites Help
8 1/2 [~ = - @ @ 2] Qserch Gatrovates @eds B B> B A &
ng'?'EzAr s [ - == oracTvEREDNa ]| G0 |Liks *
IedlSsmenles 9ae
ENTER SUB ([ ——------ ~ TRNSPORT INTERFACE TO (PES,LAS,SITEMA  JOB KNI7IWCA SUBMITTED
OPTION z
F1=HELP PRODUCTION - IMSA USERID = KN97LWC
F7=UP INTERFACE MENU DATE = 02/11/20
] TIME = 13:10
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  (DSS)

Z - IOF (VIEW JOBS SUBMITTED) * ANY QUESTIONS, CALL YOUR DISTRICT TRNSPORT
* COORDINATOR OR CENTRAL TRNSPORT COORDINATOR

W o 3

SELECT OPTION AND PRESS 'ENTER' KEY

F1=HELP F2=SPLIT F3=END F4=RETURN F5=RFIND FG=RCHANGE
F7=up F8=DOWN FO=SWAP F10=LEFT F11=RIGHT F12=RETRIEVE
40 2/17

At the Ready prompt in TSO:

e Type TSM.

e Type A on the Option Line.

o  Press <EnTer>.

e Toadd a new 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.

Renewable contracts must contain the "-R*"
suffix.

e Press the <enter>Kkey to see lines to be
submitted.
e Press <Enter> again to go to the Job Card

Information Screen.

Enter the parameters desired:

e Enter 'sub’ on the COMMAND line.

e Press <eEnter> to submit the job.

e Select Option Z to go to the IOF to
review your output, or

e Select X to exit.

If this report is in error, you will have to correct
the estimate, and resubmit the report.
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Final Estimates

SiteManager Panel

Main Panel 1 Cortract Adminishiation(+] ]
N 4 @ £y

Daily Work.
I8  Reports(+]

Contractor
Payments{+]

Change
Orders(+)

Acoessonies[+]  Manuals(+]

SiteManager Panel

Main Panel T Contract Admini i ] T Contract Records(+)
==
I i =
Reference Contractar Repoits [C4+]  Process List

Tables(CA+)

(Il '1anagement(+]

To create the Final Estimate:

e Create the DWR for the Final
estimate.

e Authorize the Diary.

e Generate the Estimate, selecting
"Final".

Funding Autharity

FdaasHTO siteManager

Fle Edit Services Window Help

ErZ0ee '@ i
7 Desciiption  Location  PaymentData®  Critical 7~ Pimay  Pime  DBE Commit * Training Plan
Dates Persarinel Contractor
Contract ID; [E2E45w/
Critical Date Description  Actual Date Required to Activate Required to Finalize j
wark Begin Date 03/01/02 N M
Contractar Bankruptcy Date 0o/00/00 N M
Contractor Default Date 00/00/00 N N
Open to Traffic Date 00/00/00 N N
Substantisl'Work Complete D ate 00/00/00 N N
Original Completion Date 06/28/02 N M
Adjusted Completion Date 0B/28/02 N j
Critical Date Description: [Physical wiork Complete Date
Actual Occurrence Date: [04/730/02 | [ ¥ Required to Finalize
Distribution List NN~ RecipientiD:[
Message Text: |

Completing the Contract

FdaasHTO siteManager

Fle Edit Services Window Help
Bl? DeedHE
E:untracts

Description

w2 P

Location Prime " DBE Commit "~ Training Plan

Contractor

Frimary
Persarinel

“Payment Data * Ciitical Dates ™

Contract I1D: [EZE43w

Status: [
District:[12
Progress Sched: |
Desc: |EDNEF\ETE DITCH REPAIR
Time Charges:[CALENDAR DAYS  Bid Days:[ 120 BidAmt:[ $90.75000
Contract Type: lm [

Work Type: W [ Proposal Fund Type: ’7
Spec Yr: ,m Unit System: ’EngT Suppl Spec Bk Yr: ’_ Alt ID: ,7

Fed St/Pr Prj Nbr: [M/2
Primary PCN: 21435517205
ield - Funding
Field : 3
Variance Pct 0 |~
~

Resid-Yard:

Wage
Decision:

‘Wage Decision ID

Wage Decision Description Genil Wg Desn ID

required

e Before entering the Physical Work
ain Fanel ontract Adrinistration]+) Contract Records[+] . -
g = mOL N Completion Date, verify the
" Projects Categories Items Contract Contract D55 Contracts

following:

o If the contract requires a final
change order, process it and
approve it.

o0 All Change Orders must be in
either "Approved" or "Denied"
Status. There can be no
pending or draft Change Orders.

e Enter the Physical Work Complete
Date on the Critical Dates Tab.

e Save the record.

After the Final Estimate has been processed and
approved, you are ready to complete the contract in
SiteManager.

From the Contracts Administration Description Tab,

e Change the Contract Status to Complete.
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Change Orders

ESiteManager Panel B
Main Panel T Change Ordzrs(+] ]
[
S B 24 0 S
Cantract D aily ‘wiark Contractor ] Accessories(+]  Manuals(+)
Administiation+]  Reparts(+] Payments(+) Z
ESiteManager Panel B
tdain Panel T Change Drders[+] T Change Order Maintenance(+) |
ESiteManager Panel B
Main Panel T Change Orders{+) T Change Order Maintenance(+]

ENE 5 E 7,

[ Change Order Ehange Order  Change Order  Item Summary Slgnalure Page Change Order
Items Tirne: Explanations Review /
Adjustments Approve

Tracking
I aASHTO SiteManager
Fle Services Window HE\D

EHEader

Contract ID: [E2F22 CO Number: [102 Tentative Verbal Approval Dates:
’V&dml; [paz0a 700 Local:[00700700
CO Created by: [Eanner Wilam On: [T2/05/02
Status: [Draft Approval Lev ||
Desc i
= |

[~ Emergency Work
Bid Contract Amt: [§5T6,143.22

Current Contract Amt: [§368,307.22
€O Amount: [$0.00

Funetions: |7 D Inderrur
I~ Extia w ik e
[ Time Adjustment [~ Fin:

e Check Extra Work to add new items.

To create a change order:

DblClick the Change Order icon
on the Main Panel.

DbIClick the Change Order
Maintenance icon on the Change
Order Panel.

DblClick the Header icon on the
Change Order Maintenance Panel.

If there are already change orders for the
contract and you want to add another one,

Click the New button on the tool
bar.

Enter a Description of the change
order.

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

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

Check Overrun/Underrun to
change quantities of current items

e |f this change order is adding time to the contract then the Time Adjustment must be checked.

e Save the change order in Draft status by clicking the Save button on the Tool bar.

e Reopen the Header.
e Click the Override Approval Rules check box.

e Click the Save icon to save the Change Order Header.
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ESitEManagEr Panel

Main Panel T Change Ordeis(+] T Change Order Maintenance{+]
5 '
Header Ch I Change Order  Change Order  Item Summary Signature Page  Change Order
Time Explanations Review J
Adjustments Approve
Tracking
] aasHTO SiteManager
File Edit | Services Window Help
JI B% [ Choosekeys Crlbaitk
Remmarks Chrl+ AR
Gereric Fields  Chl+Alt+G
s Process Status
COItem  Ctrl+Shift+N
Cont 1D: E Project Nbr: F1
Line Item Nbr. [Mi75 Item Code: 0711 33
BJselect Contract Items [%]
|- Cantiact tems
Find : |
~Contract
Project Nbr Item Item Code Description ~
Nbr N
40341817201 0020 071152 GUIDE LINES (THERMOPLASTIC) [YELLOW)
EIFH 3 TRAFFIC STRIPE SKIP (THERMOPLASTIC)MWHITE]
40341817201 0030 071132 TRAFFIC STRIPE SKIP [THERMOPLA! IYELLOY)
40341817201 0035 071133 TRAFFIC STRIPE SKIP THERMOPLASTIC]  (WHITE)
! | _l‘I

FJaASHTO SiteManager

Fle Edit Services Window Heln
AN I

* Change Order Item

Mew Conlract Item

ContID: [E2F22 CO Nbr: W Project Mbr: [10347877201
Line ltem Nbr: [i025 ltem Code: [071131

Unit: lm Unit Price: lm

Item and Supplemental D escriptions:

TRAFFIC STRIPE SKIP [THERMOPLASTIC)MWH]

Change Order Item D escription:

Quantity Amount
Contract Bid: | 105,000 | $48,300.00
Approved Change Order: | 0.000 | $0.00
Cunent Contract: [ 105,000 | $45,200.00
Pending Change Order: | 0.000 | $0.00
This Change Order: | 400,000 | $0.00 I~ Force Account Item

Change Order Items:

e DbIClick the Change Order Item icon on
the Change Order Maintenance panel.

To Change Existing Items:

e Click the New icon on the tool bar,

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

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

e DblClick the Item.

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

e Enter a description in the Change Order
Item Description field

e Click the Save button to save this record.
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To Add New Items:

Fie Edt Services Window Help

=L I =] .
To add a new item to the contract Extra Work must

be checked on the Change Order header. Go to the
Contract ID:  [E2FZ2  Change OrdesNbr:  [003°

New Contract Item Tab.

P e e Click the New icon on the toolbar.

Item Code: | Units Type: | Spec Year:
Description: |
Major Item: [ Specialty: [ Status Type:

Unit Price: [ $.00000 .
=== e = e Click the New Contract Item tab.

Critical: [~ Pay Plan Qty: [~ Suppl Desc Req'd: [~ Material Discrepancy Adi [~

Supplemental Descriptions:

e ot =l Choose fields in the following sequence:
Contract E2F22

Project 40341817201

Lo “Comsaion 1. Choose the Project Nbr from the list box at
—— the down arrow.

i~ Contract Item

Project Nbr Category Nbr Line Nbr Item Code Description Supplemental Descti = -

40341817201 0532 0025 071131 TRAFFIC STRIPE SKIP [THERMOPLASTICKWHITE) 2 Choose the Catego ry Nbr Under Wthh you
40341817201 0532 0030 071132 TRAFFIC STRIPE SKIP THERMOPLASTICIVELLOW)

40341817201 0532 0035 071133 TRAFFICSTRIPE SKIP THERMOPLASTIC)  (WHITE) J dd h 1

40341817201 0532 0040 071134 TRAFFIC STRIPE SKIP THERMOPLASTIC)  YELLOW) Want to a t e Ite m.

40341817201 0532 0045 07113561 TRAFFIC STRIPE SOLID (THERMOPLASTICYWHITE) (")

40341817201 0532 0050 07113581 TRAFFIC STRIPE SOLID (THERMOPLASTICYWHITE) (")

: | o 3. Enter a Line Item Nbr for the new item.
oK | canel 4. Enter the Pay Item to be added.

[ A4SHTO SiteManager
File Edit Services Window Help

=R =]

e Enter a value in the Unit Price field.
Change Order tem New Cantract Item
ContractID: [E2F22 Change OrderNbr: 003

e Enter any Remarks you may need.

I R ——— e Click the Change Order Items tab.

Item Code: [070511 1 Units Type: [GROSG MILES Spec Year: 2000
Description: [SKIP TRAFFIC STRIPE (2 COMP) WH/BLACK]
Maijor ltem: | Specially: [ Status Type: [
Unit Price: | $5.80000
Proposal Line Nbr: 0038 Related Item: [ |
Critical: [~ Pay Plan Qty: [ Suppl Desc Req'd: [~ Material Discrepancy Adil—

Supplemental Descriptions:

P ARSHTO SiteManager

Fie Edi Zervices Window Help

EREE R e Enter the Change Order Item Description.
.
— e Enter the Quantity.

Cont1D: 22z CONb: 003 Project Nbr- [lshieizann
Line Item Nbr: [00Z6  Item Code: 0703711

Unit: [GROSSMILES  Unit Price:  [§5.50000

Item and Supplemental Descriptions:

|ERIP TRAFFIC STRIFE (2 COMP) (wH/BLACKY

Change Order Item Description:

Quantity Amount
ContractBid: [ 000 000
Approved Change Order: 00 $0.00
Current Contract: 0000 00
Pending Change Order: 0.000 $0.00

This Change Drder: 400,000 $0.00 I” Force Account Item
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Change Order Approval

window  Help

Contract ID: [E2F2z CO Number: [003° Tentative Verbal Approval Dates:
Federal: [00/00/00 Local:[00/00/00
CO Created by: [Fonner, Willam On: [05/20704

o
Reason Code: IMlnm changes ;l

€0 Type: [Change Order =l

[~ Emergency Wark

Bid Contract Amt: [$316714322
Current Contract Amt: [§38830722

rk Il

ollar
I™ Final Quantity

™ Time Adjustment L —
Reference to:
{Dlsnule' Force Account:
Etlhange Order #002 Approval [ x|
Seq Groups for Approval User ID

Mo.
1 |MAINT DO USER

Maintenance Enginesrs

=

Delete |

Cancel

To begin the change order approval process:

e Set the Change Order Status field to
Pending, on the Change Order Header. See
the section on Change Order Header for
instructions. Make sure the Overide
Approval Rules box is checked

e Click the Save button and a message will
appear asking to you if you want to change
the status to Pending.

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

To add a level of approval,
e Click the New button.

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

e Click the User Id and select the person to
correspond with the group.
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Copy Contract

AASHTO SiteManager
File Edit 3Services Window Help

==

Hame Type Description Autorun
fRS Flug  |Maintenance M5
fMS B atch Flug  |MMS Batch
CRS ‘web Reports URL |CRS ‘web Reports
endhd ast Flug ‘endor Master List Load Uity

CopyContract

fainten: tract

H

Select Contract To Be Copied

Find Contract

E System Attachments

CopyContract (frmiain) Florida DOT Maintenance Office

“—
Renewal Term Conditions
(¢ Mo Changes
" Make Changes
Contract Description
IDHAINAEE REPAIR AND DESILTING
Project Humber Conbract Amount
[23391327201 $329,565.50
Contract Type Pay Item Spec Year
|MC 2000
Exit
CopyContract (frmConfirm) Florida DOT Maintenance Office

Confirm and Save New Contract Information

Copy Contract IEJEEZVHIJ

Contract Description
[DRAINAGE REPAIR AND DESILTING

To [E4GE2-R1

Project Number
[2339132720

Contract Amount
[$329,565.50

Contract Type Contract Spec Year

[Mc [2000

And Includes the Following Change Orders

Change Order Description

[additional ities of desilti

Change Order Type Change Drder Amount

[sa [$49.939.78

Save Back Exit Without 5aving

e DbIClick the Copy Contract attachment.
Or

e Highlight the Copy Contract entry.

e Click the | Run Attachment icon.

Repeat old contract term

e Type the Contract ID in the Find
Contract box.

Or
e Scroll through the Contract ID list.
e Click the No Changes radio button.
e Click Copy Contract.

Confirm and Save New Contract Information
e Click Save.

Copy Contract m

Contract Saved Successfully

This message box appears.

e Click ok

You will be returned to the Copy Contract
opening screen.

e Click Exit
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CopyContract (frmiain) Florida DOT Maintenance Office

Select

Contract To Be Copied

Find Contract

Renewal

Term Conditions

« Make Cl

¢~ Mo Changes

hanges

Contract Description

Ch

[RDWY LIGHTI

Project Humber

NG MAINT

Contract Amount

[24531917203

Contract Type

|MC

Copy Contract

2000

$285.000.00

Pay ltem Spec Year

Exit

CopyContract (frmDateSelect) Florida DOT Maintenance Office

Select Dates far the New Contract

Select the Begin Date Select the End Date
;I Hovember 2005 _'I ;I November 2007 _’I
W 1 2 @ 4 5 25 29 30 31 1 2 3
g 7 8 3 0 11 12 4 5 6 7 8 3 10
13 14 15 16 17 18 19 1112 13 14 15 16 17
W01 2 23 H B % 19019 20 A 2 23 M
7w\ 29 ;0 1 2 3 25 % 7 2@ 29 W
4 5 B 7 8 3 10 2 3 4 5 B 7 8
0Old Contract 1D EbG38-R1 New Contract 1D E5G38-R2

Begin Date for the Next Term
End Date for the Next Term

Total # Days for the Next Term

Back

11/3/2005
11/2/2007

730

Exit CopyCantract |

ange old contract term

e Click the Make Changes alternative.
e Highlight the desired Contract.
e Click Copy Contract.

Select Time for the New Contract

e Enter contract time in the Total # Days
field for the renewal.
Or
e Select a date in the Select End Date
calendar.
e Click Continue.

CopyContract (frmWorkSheet) Florida DOT Maintenance Office

] Verify Quantities Verify Quantities
0ld Contract ID " New Contract ID ¥ H H
ontra EoG3 A1 ew Contact!D [ EsG3R2 All quantities have been automatically scaled
Cont ID Pij Nbr _ [Catq # Item Cd | Meas| Quanitit Unit Price Ext Amt -
| ESG3asR2  WI218677201 | 0412 | 0327701 | 57 | 400000 $300000 [s260000
ESGIGR2  WI218677201 | 0412 | 0327704 | 5v | 400000 $1200000 | $4,800.00 to the term SEIECted.
E5G38R2 41218677201 | 0412 | 0327705 | 5Y | @00000 $10.00000  [$8,000.00
ESGIGR2  WI218677201 | 0412 | 0327707 | 5v | 600.000 $14.00000  [$71.200.00 . .
ESGIBRZ (1218677201 | 0412 | 033 2 TN | #16.000 $120.00000  |$43,32000 ° AdJUSt eaCh quant|ty as necessary,
E5G38R2  W1218677201 | o#12 | 33772 | TN 200.000 $140.00000  [$28,000.00
ESGIGR2  WI218677201 | 0412 | 0337 73 | TN 200.000 $180.00000 [$36.000.00
E5G3aR2 41218677201 | 0414 | 0160 3 o 40,000 $50.00000  [$2,000.00 : H
ESG38R2  W1218677201 | 0414 | 0285711 Sv | 400000 $10.00000  [$4.000.00 b CI |Ck Contl nue
ESGIGR2  WI218677201 | 0421 | 0400701 1 | CF 300.000 $40.00000  [$12.00000
|« | v
Guantity Report | Quantity Change Help Re-Calculate Amts |
‘ Enter New Values if Needed ‘
Item Code Catg Nbr Contract Total
[o327 70 1 [0z [+2526.150.00
Project Nbr Quantity Price
[#12188772m [400.000 [s3.00
Continue | Back | E it ‘without S awing
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CopyContract (frmConfirm) Florida DOT Maintenance Office CO n fl r m a.n d Save

Confirm and Save New Contract Information

e Click Save
Copy Contract W To IW . .
This prompt will open Copy Contract

Contract Description
|Pipe Desilting/Repairs and Yideo Inspection [CC593)

e Click ok Contract Saved Successfully
Project Number Contract Amount
[#1218677201 [$2.526.150.00
Contract Type Contract Spec Year
[MC [2000

And Includes the Following Change Orders

You will be returned to the Copy Contract opening
002 Change Order Description screen. YOU may COpy a new ContraCt or eXlt

Add Pay Item for Sheet Piling
e Click Exit.

Change Order Type Change Drder Amount
[sa [$88.375.00
Save | Back | Exit Withaut 5aving

Activating the Renewed Contract

I asHTO iokanaeer The following is required to activate the new

File Edt Services MWindow Help

oErE|DEs @ Do contract:
Description ~  Locaion  * PaymentData * Critical Dates * Primary Persannel | Prime Contractor ~  DBE Commit 7 Training Plan

e Execution Date — the Execution Date must

Fed St/Pr Prj Nbr: |N/A
e be changed from current date to the date the

Resid-Yard: {491~

renewal is executed.

Dese: |DRANAGE REPAIR AND DESILTING

oo T oS o T e Notice to Proceed Date — required for
" T activation. The Work Begin Date may also

Spec Yi:| Z000 Unit System: [Engish = Suppl Spec B i Alt ID:

be entered.

e Primary Personnel

e Prime Associates

Change Orders

e Save the required Change Orders to Pending
Bweinosiae status.

:
= e Change Orders not required for the

subsequent term(s) of a contract, must be
Denied.

To Deny the Change Order:

Contract ID: [E4GE2R1 CO Number: [007° Ut el e s
Fedesal: (00,0000 Local: {00/00/00
CO Created by: [Connor, Willam On: [2/05/05

T e Save it to Pending Status, selecting the group

Description: [additional quantiies of desiing

caton Cod: [P resicar = and person to approve.
CO Type: [Supplemental Aggreement |
[¥ Overiide Approval Rules I~ Emergency Work
Functons: [ Gwemariaerar T Faree Accom am: SRS e Return to the Header screen,
[ Extra Work I~ Zeso Dollar Current Contract Amt: [{323565 50
[~ Time Adjustment [~ Final Quantity CO Amount: W

[ r—y e Change the Status to Denied, and save.
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