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Contract Activation Getting Started
Contract Activation must be completed before any work can be reported against a contract.

When contract information is brought over from the pre-construction system (LAS) the contract status will be
pending. Status must be changed to “Active” in order to complete Contract Activation.

To start activation, select Contract Administration from the SiteManager Main panel.

¥4 SiteM anager Panel
Main Panel Contract Administration]+) ]
Daily work. Plpellne and Contractor Change Civil nghts[+] b aterialz
Feportz(+] Zip[+] Paymerits(+) Orders(+] I anagement(+]
ﬂ SiteManager Panel

Acceszones(+] Syztem
Adminigtratior m

Reference Contractar Feports [Cas+]
Tables(Ca+] M anagement{+]
5 SiteManager Panel
ain Panel T Contract Adriniztration]+] T Contract Records(+]

I ain Parel T Contract Administration[+] r Contract Records(+] |

@ @

Hijgstane

T B & o K y

W Milestones Prajects Categories Items Contract Contract

Funding Authority
& =\ i &
> EN I

Key Dates Checklist Checklist Event Permitz Cormezpondence Flan Stockpiled
Scheduled Dates Lag Dizcrepancies I aterialz
Events
Force Accounts Design Dizputez/Claimsz D55 Contracts

Ealuation

Select Contract Records from the Contract
Administration panel; then select Contracts te G g om0

from the Contract Records panel' Ifﬂ“ﬁfb

Deiciiption ~~ Locsion, ~ PameniCisls * CitcsDalse  Primaey Pessoreal  Puse Coresctr  DOE e Thaineg Plan

Once selected, the following screen will appear.
If you haven't selected a contract in some other
window prior to opening this window, all of the
fields will be blank.

Contisct 10-F1ESS Frd SUPy Prj Niv: (TP
[Ferdg =] Primasy PUN: [7531

L

Variance Pet. [ 00

Bid Dy [ 455 i Ami: RIS

i I~ Feud Uwmrsaght
If the screen is blank (that is, No keys have been e R
selected), then select File from the Menu — then TR T | T —
select Open. Locate the contract you want to O — B —— —

work with and then press OK. You could also
use the Open icon from the toolbar.

Note: You will only see contracts that you have
authority to access.

There are 8 different “tabs” on this window and all
of them will be used except the DBE Commit and Training Plan tabs at the initial implementation of
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SiteManager in FDOT. The following describes the individual “tabs” and what is required to be entered for
“Activation”.

These steps can be done in any order but once you have changed status to “Active” in order to save any
information you will need to have all data entered that is required for “activation”.

Description Tab
[Bssstio saeMaviger |

B R Jervies Window b
Required Fields: Lf‘“" 2 DS ae SO
COﬂtraCt ID. SyStem(key) Detciiption Lecation, Paymant Dala_'“ Citeal Daler  * Primany Pessoreal * Prme Contactor DOE Comme Tianng Par
Primary PCN: System s T
icinon: L rre— Primary POM: (U000 ]
Wage DECISlon' SyStem Dintsict:[01 =] Resd¥ud| =] FieM:[ =] (:.__n-nhn_. -
Progreas Sched | Vadanen Pobk | 10 |\
nm-lﬁ:m > TRAFFIC STRIPING o
Time Chaigos: [ =] DidDape[ 1 Did Amt: FiiEAr L]
If you are ready to activate a contract go to the e . 2 Bl
Description tab and perform the following Propolfund Typr [
funCtionS Spee Ye| 200 Unt Systom: [Trgin =] Suppd Spec Dk e[ 2001 o[

Wage  [\wage Decisan 1D Wage Decisinn Description lonal W Desn 10
Decision:

1. Verify the Fed St Project Nbr is the FA
number for your contract (if there is
federal funding). If the contract is 100%
state funded, then this text box should
be populated with N/A.

2. Leave the Status as “Pending” for right now. We will change this after we have entered all the
information required to activate the contract.

Helpful Hint:
If you change the status to Active at this point, you can press the Save icon and the system will tell

you if you have entered all of the information required and that it has been entered correctly for
activation. If you want to save data that you have entered to this point but you don’t have all of the
data entered for activation then change status back to pending and press Save. This will save the
data to this point and contract as pending and you can come back later on and complete the
activation process.

3. If the lead Financial Project ID is not shown in the field labeled Primary PCN then select it from the
drop-down list.

4. Make sure the Time Charges is set to “Available Working Days”

5. Wage Decision is not going be used initially by FDOT but SiteManager requires that a valid decision
be entered. We have set up a default value to enter. To enter the wage decision do the following:

+ Place focus on the lower portion of the window by clicking the mouse in that area.
¢ Select the New icon.
¢ Search in the first test box (Wage Decision ID) by clicking the right mouse button and
selecting Search from the menu. Select the appropriate wage decision.
6. Do not edit any other editable fields.

7. Press the Save icon on the toolbar.
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Location Tab
B [ Jervies wWidiw Heb
mMEE?  FEFYH Do

* Desergion Location  PamentDua ' CibcalDalet  Prmay Preioncel  Prme Contacke — DBE Coned * Tianng Plan

1. Check for the proper Contract

County. tsen
2. To add a new Contract County, T »tiuon LB aguag AT —

place the focus in the lower portion of | [*™**=" ", = Mo o o -

window by clicking the mouse in the — ——

area. Then press the New icon to faoEE i

insert a blank row. Use the search m o

lens to select the desired county to JSRaTEE u

add by clicking the right mouse

button.

3. Make sure that at least one county
has been checked as the Primary
County.

4. Make sure a Location has been entered.

Press the Save icon on the toolbar

Payment Data Tab

Required Fields: 1. Leave the Contract Limit Amt. blank.
Contract ID: System(key)
e [Fansiimn suesomoner

Liquidated Dam Rate Amt: FDOT 2. The i

Auto Liquidated Dam: FDOT Contrac  2@ee s M s

Trgr Pct: EDOT t lelt Desn " Loodn " Peywesd Data CicsDaiss Py Poomel.” P Corbacr. ' DBLGonmt . Tosma P

Retain Stkpiled Ind: FDOT e —— e

Unlimited Escrow: FDOT S Bzl o I s Lndiicose
allowabl || —— _ AETAMAGE vt iod

[- Sexumims Mlrmed ™ Fotain 4 [ Ui [Ireye——] !7!-“]

e fistamagn Changes

amount that we can overrun the existing funding sources
when we add a contract change. This percent should be
set to at least 100% to ensure that no additional funding
sources will have to be added during the contract life. It
can be higher or lower than this. This has nothing to do
with our state statute that only allows for 5% overrun
before a Supplemental Agreement must be done using
the Change Order function.

3. Make sure Liquidated Dam Rate Amt. is blank. This
would not be filled in unless you had specific Liquidated
Damage Amounts specified within the contract documents.

Wk Compl Uasis Efect Dats  Pot Pet Dase  Mas Pot  Mas Ast Lump Al Toge Pet T Dlase
WORK 4 PLACE EER [ i

] CURRENT AR ol o] CURRENT S|

4. Place a check in box next to Auto Liquidated Dam. The Liquidated Damage Rate Amt field will
automatically be populated based on the contract amount when we activate the contract. If you entered
an amount in the Liquidated Dam Rate Amt. field then you will not need to check this box.

5. If fuel adjustments are to be paid to the contractor then the Price Adjmnt Ind check box must be
checked.

6. Make sure the Unlimited Escrow and Retain Stkpiled Ind under Retainage are checked.
The Retainage portion of the tab at the bottom should not require any changes to it.

8. Press the Save icon on the toolbar.
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Critical Dates Tab

Eile Edt Services “Window Help
Required Fields: ECIEIE T eI
Contract ID: System(key)
Lettmg Date: System Dates Personnel  Contractor
Award Date: System Errealli: |ERER
Execution Date: System Critical Date Description | Actual Date | Required to Activate| Required to Finalize -
Notice to Proceed Date: System — =
o ; y
The Critical Dates Tab contains most of the oo . :
important dates that will need to be kept during Checked Dutto Field Date 00/00/00 N N
the life of the contract. Some of these dates Wk Bean Dte s " " =
; ; ritical Date Description: [Leting Date
are CalCUIated aUtomatlca”y by SIteManager iclluallgc::u:ence leaIe: Ed.lz‘tﬂg/ilt I™ Required to Acti I” Required to Finalize
and will not have to be entered by any user. Ditibution Lit | Rocigiont I0:
Two dates will be populated by the system Message Text: |
upon contract entering SiteManager. They are
Letting Date and Award Date.

One date is required to “activate” a contract. This date is the Execution Date.

You can enter a date for the Execution Date now. The Notice to Proceed Date can be entered at a later

date.

To enter the Execution Date do the following:

Select Execution Date on the top portion of the window.
On the lower portion, enter the Actual Occurrence Date.
If you wish to inform a group of users (Distribution List) or a single user (Recipient ID) defined

to SiteManager you can
select those by using the

[ AASHTO siteManager

Flle Edt Services Window Help

search lens on each field.

LT T IR

If you select a group of

Lacation ¥ PaymentData ° Cilical Dates Primary

Personnel

Prime Contractor

DEE Commit * TianingFlan

users or a single user then
you can enter the text of
the message that you wish

Contract ID: [ETESS

Project Manager: Sl |

Praject Engineer: [l I

Contract Designer: |

Contract Created By: |

to send at the time of
saving this information.

Press the Save icon on the toolbar.

Contract Status Changed to Active:
’7 User ID: Distribution List: [

‘Work Progress Behind S chedul

’7 User ID: Distribution List: [

Civil Rights Exception Report
’7 User ID:

Distribution List: [

Primary Personnel Tab

Required Fields:
Contract ID: System(key)
Project System
Manager:
Project System
Engineer:
April 2007
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When contract is transferred from LAS to SiteManager the Project Manager and Project Engineer will be
blank. Before you can save the contract even as pending you will need to designate the Project Manager
and Project Engineer that will be responsible for managing this contract.

To enter the User ID for these, you can either type the User ID in the field or use the search lens. While on
the field, click the right button on the mouse and select Search from the menu. A list of users will be
displayed. Select the appropriate user(s) from the list that is displayed. This list will show all users of
SiteManager. If you display this list you should sort the list on User ID to get all construction users together
for your district. To sort on the User ID just click your mouse on the User ID heading and the list will sort in
ascending order. Locate the user you're looking for and press OK.

If you wish to send a message to a single user or a group of users when contract moves from “Pending” to
“Active” then in the lower portion of the window enter a User ID or Distribution List. Again either typing the
known value in the field or using the search lens while on the field can do these. The user(s) will be notified
when contract status is changed.

Leave the other fields blank.

Press the Save icon on the toolbar. This will save the contract to pending.

¥ aasii1 0 seemanager

Dl [& peced W el

Prime Contractor Tab IRED NESaR | Gop
Required Fie|dS: " Desowson | Locsin PameniDsls  CicalDaler Prmary Poesorrel :_‘F::-' DUE Commi * Traineg Plan

Contract 10: E1E4S

Contract ID: System ot e e gl e T T —r T P
- Pap

Max Subcontract Pct: FDOT [ nomies Feamuessi Max Subcsnvact Pt | 5110 % Subcontactors Poid

Subcontractors Paid: FDOT S RRERNE R

. . I Indicater  Fnasanc 5 [P
Prime Associates: System e P Gt |
Prime Contacts: Costact Mame Contac 1ype e 1

The awarded contractor vendor number
should be showing in the Current Prime field
and contractor name should be next to that.
No changes should be made to this field.

Make sure Payroll Required checkbox is
blank.

Make sure Subcontractors Paid checkbox is checked.

Two things are required to be done on this screen before we can activate the contract. The first is to include
the Contractor Address and the second is to associate a “Surety” and “Insurance” Associate Type to the
prime contractor.

Contractor Address
To add a contractor address, do the following:

1. Make sure focus is on the upper portion of the window.

2. Select Services, and then Address from the pull down menu or press the Address icon on
the toolbar.

3. Highlight the Vendor Home Address selection.
4. Press the Address icon on the toolbar to hide the address window.

Prime Associates
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To add the “Surety” and “Insurance” Associate Type do the following:

1. Place focus on the Prime Associates portion of the window.

2. Press the New icon on the toolbar.

3. Inthe Associate Vendor ID column use the search lens to locate the “surety” Associate
Type from the Prime Contractor Associate tab.

4. Select the appropriate firm from the list shown. Make sure Associate Type is “surety”.

5. Press OK.

6. Repeat the above steps but select “insurance” as the Associate Type.

Note:

If the “Surety” and “Insurance” company is the same company, first select the vendor “Insurance and
Surety are the same company” and show the “Associate Type” as “insurance” then select the
vendor “Surety and Insurance are the same company” and show the “Associate Type” as “surety”.

Press the Save icon on the toolbar.

Note:
If no associates appear on the Prime Contractors Associate tab then you will have to follow the
instructions below labeled Adding Associates to a Vendor.

DBE Commit Tab

This tab will not be used by FDOT initially. Changes in the DBE rules and how they will be reported using
SiteManager is still being reviewed at this time. If the contractor is designated as a DBE in the DOT Vendor
file; however; the system requires us to set the DBE work type on the DBE tab before the contract can be
activated.

Training Plan Tab

This tab will not be used by FDOT initially.

) ) SiteM anager |
Activating the Contract

If you have entered all required data, you can go back to the @ Contract is Successfully Activated
Description tab and change the Status to Active. Press the Save
icon on the toolbar to save the changes. If all required data has

been entered correctly you will get the message shown on the right.

Press the OK button to continue.

Note: Specialty Items can be designated before activation but are not required to activate the
contract. They must be designated specialty before subcontractors are assigned to the contract or
any work is done. To show a pay item as a specialty item on the contract, see the section on
Subcontract Management Section — Items Tab.
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Contract Activation

Adding Associates to a FsiteManager Panel
Vendor Main Panel T Contract Administration{+) T Reference Tables(Ca+) |
Required Fields: ﬂJ =
Ve ndor | D: Syste m (key) . Hizr;t[réasc[i] M;zr;t;an.lc;art[*.] Reparts [CA+]  Process List
P siteManager Panel
1. Using the S|te Man ag er M ain Panel T Contract Adminiztation]+] T Reference Tables[CA+]

Panel icon on toolbar to go
to the SiteManager Main
Panel and double click on
the Contract
Administration icon to go to
the Contract
Administration Panel.

2. Double click the Reference
Table (CA+) icon.

3. Double click the Vendors
icon. The Vendors
Description tab will be
displayed.

A s

Interface Load  Administrative
Mezzages Offices

&\

D efault Checklist Default
Events Liquidated
Damages

Item Master  Funding Sources

==

Factar: i;!
Wendors

Default Critical
Dates

Default Key
Dates

Select Open from the File menu or press the Open icon on the toolbar to display a list of FDOT vendors.

Locate your contractor within the list of vendors. Upon highlighting it press OK.

Verify that your contractor is being displayed.

Now go to the Associates tab.

On this tab we will associate both the
“surety” and “insurance” type associate to
our Prime Contractor. If you know the
Prime Contractor’s Surety and Insurance
company by name then you have the
option of locating that vendor within the
vendor file or you can use the default
“surety” and “insurance” that has been
supplied with the vendor file.

On the Associates tab, do the following to
add the “surety” and “insurance” to the
contractor you have selected.

Required Fields:
Vendor ID: System(k
Surety: ey)

FDOT
Insurance: FDOT

Bl Edt Seviees Window Help
mMABdE DeE g Ol

ws  Pesued Free Corlacls Assuciales Seculy
Accounts
Vorbor 10, [F5050005096001 Shonl Hame:  [WHERAIGAN EAGLE

Assousale Sihorl Name Aszowaaln |y

Sevudes
33ge

1. Make sure focus has been set on the lower portion of the screen.

2. Press the New icon on the toolbar to add
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3. Onthe field Associate Short Name use the search lens to locate the appropriate “surety” company for
this contractor.

After highlighting the “surety” vendor press OK.
Under the Associate Type, use the drop down menu to highlight “surety” as the appropriate type.
Repeat steps 2 through 5 but this time make the Associate Type “insurance”.

Press the Save icon on the toolbar.

© N o g &

Close the Vendors tab and return to the Contract — Prime Contractor tab. You can do this by using the
Windows command on the menu and select this tab from the list of windows.

If the Prime Contractor tab is not available to you then either check, under the Windows menu option for the
Contracts window and click on it or follow the navigation for the Contract Activation to return to the Contracts

window. You should then be able to follow the instructions under Prime Associates above to add “surety” and
“insurance” to this contract for the Prime Contractor.

Managing Contract Authority

If you are the Project Manager or Project Engineer for this contract then you will need to add additional users
to Contract Security so that they will be able to access this contract to enter Daily Work Reports and Diaries.
This security along with the group that the users belong to will give them the necessary authority they need to
process contract information during the life of the contract.

Contract security is now viewed from the user perspective instead of the contract. In previous versions of
SiteManager you would identify the contract and then add the persons you wanted to grant contract authority.
Under the latest version of SiteManager, you will now identify the person and then add the contracts that you
want that person to have authority on.

To give someone else contract authority, do the following.

1. From the Main panel double click on the Contract Administration icon.

2. Double click on the Contract Records icon to bring up the Contract Records panel.

¥ siteManager Panel [ ]
Main Panel T Contract Administration[+] ]
C ) Daily Wwiork Pipeline and Contractor Change Civil Rights[+] I aterials
A il  FReports(+) Zipl+] Payrents(+] Orders(+] 4 anagement(+)
ESiteManager Panel B
@ I ain Panel T Contract Administration(+] I Contract Records(+) I
Acceszones(+] Syatem -
Bdrninistration m ﬂJ Er?
Reference t Contractar Reports [CA+]  Process List
Tables[Cas] R M anagement(+)
E SiteM anager Panel [ x]
Main Panel T Contract Administration(+] T Contract Records{+)
Hijgstane
= &
P
Caortracts Milestones Prajects Categories Items Contract
Funding
=\ il
& T
Kep Dates Checklist Checkligt Event Peimitz Corespondence Plan Stackpiled
Scheduled Dates Log Dizcrepancies tatenals
Events
Force Accounts Design Disputes/Claims DSS Contracts

Evvaluation
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3. Double click on the Contract Authority Icon.

User’s Manual

Contract Activation

4. The screen below will be displayed. This displays a list of all SiteManager users in the top portion of the
screen, User Identification. As you highlight a user in the top, the lower portion displays the contract
authority that has been granted to that user in the lower portion of the screen, Contract Authority

Assignment. The following fields are displayed:

F aasHTO SiteManager [_Ta[x]
Fle Services Window Help

EELENEE

Etontract Authority Hi=]

User Identification

User ID Usger Hame ‘ co DO RO FLD -
ol Jopee [ N o | | |
FMAIMDR Rampt, Ciorathy Mo 07 714
ad218ck Fnight, Rocky Tranferred Mo 02
ad218th Hancack, Robert No 0z
ad218zm Mott, Stephanie, Transfermed Mo 02
ad 303 Rodgers, James M. Mo 03
bu18lg Green, Linda Ma 0z
cnllBa) Jordan, &my Mo |
cnl0Bbm Monkelbaan, Brian Mo ij} j
Contract Authority Assignment
Group Description Office-wide  Contract Id Contract Description Authority Authority
Access Start Date End Dt
teManager Inguiry Group ¥ | | |
itetanager Inguiry Group | T FEses3 BR-4-1-4 from Hutchinson House V. to Marti5/4/2004 13:42:4|
i 0 [ ] 036 SR 45 (US 41) 201 i
ER T8 (PINE ISLAND RDY [ 2MB/200311:0¢
itehfanager Inguiry Grougp | T o3 [ER: 553 (COMBEE RD) {52004 11:18
Stehfanager Inguiry Groug |- T10s0 R B2 [Fr2002004 16:32:
iteManager Inquiry Group |_ r7o19 R 934 (1-75) 21172003 10:061 2/29/2003 08:09

a. User Identification - Top Portion of Screen
Userid — SiteManager assigned user identification
User Name — Full name of user for given Userid
CO - Indicates whether user is assigned to the Central Office
DO - Indicates the District in which the user is assigned
RO - Indicates the Resident Office in which the user is assigned
FLD - Indicates the Field Office in which the user is assigned

b. Contract Authority Assignment — Lower Portion of Screen

Group Description — User groups in which the user has been assigned

Office-Wide Access — Indicates if user has been granted Global Contract Access for that

group

Contract ID — Indicates the contract for which user is being granted contract authority

Contract Description — Short description of contract work as shown on the Contracts

Record

Authority Start Date — Indicates for specific contracts the date and time when contract

authority began.
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Authority End Dt — Indicates for specific contracts the date and time when contract authority
was ended.

Granting Contract Authority

1. To give contract authority, locate and highlight the user in the top portion of the screen for whom you wish
to grant contract authority. This will display information about current contract authority that the user has
in the lower portion of the screen.

2. Place focus in the lower portion of the screen and click on the Add button (looks like a sheet of paper).
The following screen will be displayed.

ENEW Contract Group Authority E |

Group De=scription Contract Id Contract Description Authority
Start Date
|=|=I=I
Save | LCancel |

3. Inthe area labeled Group Description, use the drop-down to display all groups that the user belongs to.
Click on the appropriate group under which the user will be performing their work for the authority being
granted.

4. To grant specific contract authority, either enter the contract ID or use the search lens by clicking your
right mouse button while in the Contract ID field. A list of contracts will be displayed, locate the contract
you are granting authority for. Upon identifying the contract id, the Contract Description will be shown.

5. Click on the Save button to save the record. You will be returned to the previous screen where the new
record will be added and the Authority Start Date will be included. You can click on Cancel to ignore
this change.

6. Ending Contract Authority: To end contract authority from an individual who has already been granted
authority at some other time just highlight the name in the User Identification (upper) portion of the
window. Highlight the record(s) (hold the shift key down to highlight multiple records) that you wish to end
authority for in the lower portion of the window and choose Services then End Contract Authority or
press Ctrl+Shift+E.

7. Granting Contract Authority: To grant authority to an individual who at one time had authority but it had
been ended at some point, just highlight the name in the User Identification (upper) portion of the window
and press the new button (looks like a sheet of paper) on the toolbar. Follow steps 2 — 5 described in the
text above.

Ending Contract Authority

Highlight the contract and group for which you want to end contract authority in the Contract Authority
Assignment (lower) portion of the window and choose Services then End Contract Authority or press
Ctrl+Shift+E. You can select multiple contracts to end authority on by holding the shift key down while
clicking on the desired records. Each of these methods will add the date and time into the Authority End Dt
field in the lower portion of the screen.

Note:

When you End someone’s contract authority they do not disappear from the list. The End Date is
populated with the date that the authority ended. This is done in order that we might have an audit
trail of all individuals who has ever had Contract Authority.
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Contractor Payment Approval Levels

Required Fields:
Contract ID:  System(key)

To ensure that proper individuals have the ability to generate estimates it is necessary to review the
Contractor Payment Approval Levels under the Contractor Payments icon on the SiteManager Main Menu
and from there using the Reference Tables icon for Contractor Payment Approval Levels.

Contractor Payment approval Levels have now been separated into the 3 different groups. There is now a
unigue approval level for Progress Estimates, Final Estimates and Supplemental Estimates. Each of these
different estimate types will need to have their appropriate Contractor Payment Approval Level established.

There are default values that have been set and will be established for each contract. However, because our
payment approvals are done differently in each District they will need to be set specifically for each of your
contracts. You can define up to 5 approval levels for each contract. The following show some possible
assignments for Progress Estimates (Note: position titles and descriptions may differ from district to district):

Level 1 Person charged with generating the estimate, Resident Office, Office Engineer or
Project Engineer.

Level 2 Initial Approval — Project Engineer

Level 3 Resident Office Approval — Resident Engineer

Level 4 District Office Approval — District Office, Office Engineer

Level 5 Electronic Estimate Approval - EED

Each level of approval will be given to a specific group. An individual must belong to that group in order for
that individual to either generate the estimate or perform any approval of the estimate. Since this approval
can be customized for each contract, you can designate any individual to perform any level of approval by
including the group in which that individual belongs as long as they have contract authority for the specific
contract.

See Estimate Generation Function on how to set up Contractor Payment Approval Levels.
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Subcontract Management Getting Started
So, you want to create a Subcontract? Here's a quick reference on what steps to take.
Select Contract Administration from the SiteManager Main panel to display it and then select Contractor

Management from the Contract Administration panel. From the Contractor Management panel double
click on the Subcontracts icon, to display the Subcontract Description folder tab.

ESileManagel Panel

Main Panel Contract Administration[+] ]

I & m X

D aily ‘fork Fipeline and Contractar Change Civil Rights[+] I aterials
Feports(+] Zipl+] Payments(+] Orders(+) Management(+)
ﬂ SiteManager Panel
OB
Oé tain Panel Contract A ] T Contractar Management(+] |
Apcessories(+] System
Administration(+] m ﬁ ‘
Fieference CUn tract jl Fepoits [Ca+)
Tables[Ca+) Records(+] |
E SiteM anager Panel
b ain Panel T Contract Administration[+] T Contractor M t+]
g N =7 o =
Construction Subcont Contractor Document Contractar Contractor
Conference Payroll Submizsion E valuation Paproll Load
e
Drocument
Submission
Review

Description Tab

File Edit Services ‘window Help
Required Fields: EfIEE Dee Sl O
.
ContraCt ID SyStem(key) "Descliplion T Iterns Contract ID - W
SubCont Nbr: System
SUbCOﬂtI’aCtOI’ System SubCont Mbi: [S001 Parent Subcont Mbr: Supp/Hauler Ind [
. Subcontractor: [CONCRETE PAYERS, INC. Contract DBE Geal Pct: |00
SUbCOﬂt Type System SubCont Type: [User Defined ~| DBE Type: ,Wl Verified Payment Amt—————
Work Type FDOT Work Type: |Hot Plant-tixed Bitumine = | Cert Type: ’VLa’l: [0 Total: [00
Approval Date: [08/01/94 Pct Twids DBE Goal: [100.00 Fed Supp/Haul Fund Pct: |00
Amounts  Pct of Total Sub'd  Pct of Total Contract
. . L This SubContract: | 1.5850.00 [ 100 | 4.82
Remember if the Contract ID is blank or it is This Original Commitment : | 0 o [ @
not the one that you wish to work with, from _  MeCeErree| [ TR F W C 9%
. Total Original Commitment: .00 .00
the SerVICeS menu SeIeCt Choose Keys to Total Current Commitment: 1,950.00 4.82
|0Cate the appr()p”ate ContraCt Total Allowable Max [non-spclty): ’m IW
Total Towards Max [non-spclty): 1.950.00 4.82
SubCont Nbr: Use up to four digits as the fotal Spely Subcontiacted: = =
' Total Subcontracted: 1.550.00 482
subcontract number such as S100, S200,..

etc. this will put the subcontracts in logical
order when looking at a list of the
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subcontracts because of the method SM uses to sort numeric values. This number must be unique for this
contract.

1.

10.

11.

Parent Subcont Nbr: SiteManager allows for adding subcontracts to existing subcontracts. There is no
limit to the levels of subcontracting within SiteManager. If this subcontract is a subcontract to another
subcontract then enter the two digits SubCont Nbr for that subcontract.

Supp/Hauler Ind: If this subcontract is for a Supplier or Hauler then check this flag.

Subcontractor: Subcontractor is picked from the vendor list by using the search lens while on the
Subcontractor field. The same sub may be listed on more than one subcontract. Select the
subcontractor using the vendor number on the sublet form. If the subcontractor does not appear on the
list then it must be added to the Vendor list. DO NOT ATTEMPT TO ADD A VENDOR TO THE VENDOR
LIST YOURSELF. Forward a request to your district SiteManager coordinator to have this done. All
vendors must enter SiteManager from the preconstruction system (LAS). Once the vendor has been
added to LAS it will transfer to SiteManager overnight.

SubCont Type: Pick the one that most closely fits. This is only a description field and does not affect
how the subcontract is calculated.

DBE Type: Choose Spaces as the DBE type. This field affects the way the subcontract is calculated and
for now, DBE's will not be tracked within FDOT using SiteManager initially.

Work Type: Use what matches the subcontractor the closest. Sometimes work type for contractors is
not populated with real "work types" that are associated with each contractor and this causes
SiteManager to produce warning statements saying that the subcontractor is not associated with the
specified work type. If you receive this warning, select OK. A subcontract can still be entered after these
warnings are bypassed.

Verified Payment Amt.: At this time there is no need to put an entry in this field.

Approval Date: Enter the date when this subcontract was given approval by appropriate individual. This
can be entered at a later date either by you or by the appropriate individual.

This Original Commitment: Leave blank , this may be used later if we track DBE's within SiteManager.

Save the information entered. If you receive the error "Subcontractor's uncompleted work amount
exceeds the sum of work class qualification amount” appears, select OK.

If your contract is Design-Build or Lump Sum you may have more to do on this screen, if you choose to
create your subcontract without referencing the pay item you will need to enter an amount directly into the
This SubContract field. In order to access this field you will need to check the Supp/Hauler Ind box.
When you do this the This SubContract field will become white and you can enter the total amount of the
subcontract. Save when you are done and this will complete this subcontract.

NOTE: When this method is followed, you will be unable to access the Items tab.
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Items Tab
Required Fields:
Contract ID: System(ke
Subcontract Nbr: y) Fie Edt Sewices ‘window Help
Prj Nbr: System(ke M2 Dee Y HE|C
Y)
System [ esEriEn s Contract ID :  [P002 Subcontract Nbr :  [5007
Llne Item System Proj Mumber | Line Item | Item Code Units Type | Specially Short Descriptio
. | 0400 033 2 h ASPH COMC TYPE 5
Quantity: System
Unit: System
Price $: System
« | 2
Prj Nbr: Iﬁ30-33m Line Item: IU4DU Supl Desc: |
If no blank line appears in the upper portion of Quantity | Unit | Price $ | Amount §
- - . - Contiact Bid: | 26.000 |TON 100.00000 260000
the WIndOW then with focus On this portlon of Current Contract: | 52000 [TON | 100.00000 | 5,200.00
the W|ndOW C||Ck on the NeW Icon from the Parent Subconllacl:l ngnl | 00000 | .an
toolbar. This Subcontract: [ 26,000 [ToH =1 75.00000 | 1.950.00
« | >
Once you have added a blank row in the upper

portion, entry of the data will be done using the
blanks in the lower portion of the window. For the following, Be sure to place the focus in the lower
portion of the window.

1.

Prj Nbr: This is the Financial Project ID for which this subcontract will be applied to. Select the Financial
Project ID from the drop down list.

Line Item: This will identify the proper Pay Item number that is to be included in this subcontract. While
on the Line Item field use the search lens and locate the appropriate Pay Item number from the list. After
selecting the appropriate Line Item from the list, press OK to return to the Items tab.

This Subcontract, Quantity: Enter the quantity of the item that is subcontracted unless an item is
included on more than one subcontract. If it is, SiteManager requires you to calculate the quantity of the
item based on the percentage of the unit price for which the subcontractor will be reimbursed. Only adjust
the quantity of the item, leave the unit price the same as the original contract amount. NOTE: If your
contract is a Design-Build or Lump Sum and you wish to assign a part of the lump sum item to your
subcontractor you will have to skip to the Unit field first to select a different unit of measure other than LS.
The most practical to use is UNITS. Then, return to the Quantity field and enter 1.000.

This Subcontract, Unit: The correct unit should already be displayed for the line item. If not, select from
the drop down list. See NOTE above.

This Subcontract, Price $: Enter the price per unit for the item. This may have to be adjusted from what
it actually is if you encounter a situation as described in 3 above.

Save the information entered.
Repeat Steps 1 - 6 of the Items Tab section for any additional items associated to this subcontract.

Focus in the upper portion of the window and select the new icon. Remember to save each additional
item.

If additional subcontracts are desired, return to the Description folder tab and select the new icon.
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Daily Work Reports Getting Started

This function will eventually replace our need for the current Daily Inspection Reports we currently use. Until
we have our inspectors access to their own input device to enter their information, the paper forms will still
need to be used. Someone will have to enter the inspector’s report into SiteManager to ensure that
information on work performed by the contractor is included in the estimate process.

From the SiteManager Main panel double click the Daily Work reports icon and then double click the Daily
Work Reports to display the daily work report (DWR) window.

ESiteManager Panel [ X|
Main Panel T Contract Administration(+) ]

[
-

S @ R

[Diaily ‘work. Pipeling(+] Contractar Change Civil Rights[+) Materials
Feparts[+] Payments(+] Orders(+] I anagement[+)
|
5] _ _
Arocessonies(+] System bl anualz(+) hiainlzonc) T Daily Work Reports(+) ]
Administration(+)
1 Diary Hiztory Diary Iten;-DWH Eon_t;;Item- DR Template
Reportz Adjustrents Template ['Ww/H Template Usage Report
Process List Reference
T ables(DwF+]
DWR Info. Tab
[Baeinoseestonoger |
Bl Ede Servicns Window el
Required Fields: Ll e AN A A
Contract ID. System(key) DWW Inda, Contiacion T ComectorCoun. (e ¥ Week: nert T Toice Agcounts
DWR Date: System Contract 10: ETEI5 Inspecton:  Lovall Faty
DWN Date: | 02412345
Inspector ID: System(key) P r— r—
High Temperature: FDOT Aubosiet Mo 7 =) | A =
Authorized Date: [FIG000 Low:[ S0 = | = |
Low Temperature: FDOT i g T
iti o Contiacors Dn Sie. Suspended Time: [ 0000 =
A.M. Weather Conditions: FDOT i et T, [T
P.M. Weather Conditions: FDOT s
Remarks in General: FDOT
|
If the Contract ID is blank then you should select
Services - Choose Keys to pick your contract.
To open a contract that has no DWR’s on it, use
Services — Choose Keys to pick your contract.

To open a contract that has DWR’s on it, you can use the open folder icon on the tool bar at the top to pick
your contract.

Enter the date of the DWR in the DWR Date field. You can either type the date or you can select by using the

built-in calendar functions by double clicking within the DWR Date field. Press the tab or enter key to move
off the DWR Date field. If this is not your first DWR for this contract, then you will be asked to copy
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Contractor Information. Respond with OK and this will copy the previous day’s information on the Contractor
tab and Contractor Equip tab.

Tab to the Temperature fields and type in the temperature or use the arrows to pick the high and low
temperature for the day.

Tab to the Weather Conditions and select a short descriptive phrase from the drop down list about the
weather conditions.

In the Remarks area include any necessary comments under any of the standard remarks labels to the left.
Just highlight the appropriate remark type and type your comment in the Remark field. Once you move off of
the remark type then a check mark will be displayed to indicate that you included comments.

Save the information by using either the File — Save command or the Save icon on the toolbar.

Helpful Hints:

The check-boxes labeled "No Work
won File Edit Services ‘window Help

Items Installed", "No Contractors On OEE? De g aF

Site", and "No Daily Staff On Site"

appear as thOUgh they need to be T DWRImfe.  Contractors Confiactor Equip. - Daily Staft ¥ Wark ltems ¥ Force Accounts

Checked by the user When recording Contiact ID: [ETE45  Inspector: [LoveltKathy  Date: [I2A3/05

information on the DWR Info. tab. Contract e Workore | Hes Worked

ACtua”y they are automatlca”y VFS! ;004 AMERISEAL NORTHEAST FLORIDA, INC, PRIME *

checked based on information entered
on the other DWR tabs and the user
may ignore these check boxes. You
can preview the DWR by clicking on
the icon labeled Preview DWR located
on the toolbar at the top of the screen.

Hours
[Supervisor/Foreman Hame Worked

Foreman, Day | 5000

Nbr of Hours Total
Personnel Type Persons Worked Hours

Comman, Day = El 2000 16.000

Contractors Tab

Required Fields:
Contractor ID: System(key)
Inspector: System(key)
Date: System(key)
Contractor: System
Supervisor/Foreman FDOT
Name:

Hours Worked: FDOT
Personnel Type: FDOT
Nbr of Persons: FDOT
Hours Worked: FDOT

1. Focus in the upper portion of the window and select the New icon. Add the Prime Contractor for this
contract from the drop down list. Occasionally the arrow, which indicates a drop down list, does not

appear when selecting a contractor. If this happens, click in the field for contractors and the drop down list
will appear.

2. ltis not necessary to populate the fields Nbr. of Supervisors, Nbr. of Workers and Contractor Hrs.

Worked located in the "Contractor” portion of the window. These fields are automatically populated from
the entries made in the Supervisor/Foreman Name and Personnel Type portions of the window.
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3. A generic Master List of Equipment, Personnel, and Supervisor is available to be used for each

contract. The Master List is not job specific as one might think; instead it is user specific. See section
Maintaining a Master List below for managing the Master List.

The list of personnel for the "prime" contractor or any subcontractor can be specified either by type as we
currently do on our Daily Inspection Reports or it can be specific to a given individual. If you prefer to use
type then the use the generic list. You will record the number of this type of personnel and the hours that
each work. You may have some that work half day and some a full day. Make sure you select the type
that represents the type position they hold as well as if they worked a partial or full day.

5. A contractor must be selected and shown here if items are to be entered on the Work Items tab. SM will
not let items be chosen when no contractor has been included on this tab.

6. Add any subcontractors to this list who are working on the project for the day of this DWR. Follow the
procedure in Step 1 of this section.

Contractors Equip. Tab

I AASHTO SiteManager

Click on the Contractors Equipment tab, Recording of Equipment will be done in a similar fashion as with

Fle Edit Services Window Help
Required Fields: il LA Ml
Eomty vorchoports_——mem)|
Contract ID: SyStem(ke [ [ Contractor Equip. Dy Steft otk ltems Force Accounts
Inspector: y) ContractID: [EE®5 Inspector: [Lovetl Katy  Date: [02718/05
Date: System(ke A Y N 2
Equlpment ID y) 004 AMERISEAL NDRTHEAST FLORIDA, INC. ™ PRIME ** [
Description: System(ke
y) Equipment ID - Descripti | P | Ve e
i FDOT g:n—pDT Backhae . = 7 l FXilii)
Nbr. of Pieces: FDOT
Nbr. Used: FDOT
Hours Used: FDOT

personnel. You can record hours by specific piece of equipment by entering an Equipment ID or you can
report hours to a generic piece of equipment. The number of pieces of equipment that are being used should
be reported as well as the number of pieces that are idle. This will give us the actual number of pieces of
equipment that contractor has on sight and the number of hours used.

[ AASHTO SiteManager

If a certain piece of equipment does not exist, you
must modify the master list to add this equipment

prior to selecting it. See below for how to manage
the Master List.

Daily Staff Tab

It is not necessary to use the Daily Staff folder tab
at this time. Employee's time and mileage
reporting will still be recorded as it is now.
However, SiteManager may be utilized in the future
for recording this information. Even though this tab

is not required, a user may use the Daily Staff tab if
it is deemed beneficial.
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EDaily Work Reports Hi=l I
D'w/R Info. Conliactois " Conlractor Equip. Daily Staff Work ltems * Force Accounts
Contract ID: |E1 E45 Inspector: |Luvett, Kathy  Date: [12114/05
(Staff Member 8/C Work Reg. 11} Starting | Ending
Code Hours Hours Vehicle 1D |Mileage | Milzage
lan Bryart - PE |5 5.000] 000 0038 13500) 13550
Bllen Forget I8 5001 E I
Elin Ghat =t 4000
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Work ltems Tab

Required Fields:
Contract ID:  System(key)
Inspector: System(key)
Date: System(key)
Placed Qty: System
Contractor: System
Location: System

Remember Work Items cannot be
entered if there has not been a
contractor chosen for the day.

The list displayed here is the contract
pay items that were included in the

User’s Manual Daily Work Reports Function

FJaasHTO SiteManager

Fle Edit Services Window Help

ECEETEEI =

Faily Work Reports H=
DWH Info. Contractars Contractar Equip. Daily Staff Work Items Force Accounts
Contract ID:  [E1E45 Inspector: [Lovett, Kathy  Date: [02/14/05
Project | Line ltem | Category Supplemental -]
|__Number Humber _ MNumber | Item Code _Description Instld Description 1
0300 oM 3 PAVTMESSAGES THERMOPLASTIC (i
o015 [0300 o711 4 DIRECTICNAL ARROWS  THERMOPLASTIC L]
o0z0 [0300 0711 51 UIDE LINES (THERMOPLASTIC) (AHITE) ]
0025 [0300 o715 2 UIDE LINES (THERMOPLASTIC) (YELLOW) |
[o300 ] [TRAFFIC STRIPE SKIP (THERMOPLASTIC)(WHITE) |
o035 [WE] [orTaz [TRAFFIC STRIPE SKIP (THERMOPLASTICIYELLOW) [ | —
[oo4n (3] [orTaz TRAFFIC STRIPE SKIP (THERMOPLASTIC)  (AHTE) [ |
0045 300 THIED [TRAFFIC STRIPE SKIP (THERMOPLASTIC)  (YELLGW) | |
[0300 0711 3561 [TRAFFIC STRIFE SOLID (THERMOPLASTIC)AAHITE) (67 |
[0300 0711 3581 TRAFFIC STRIPE SOLID (THERMOPLASTICIOAHITE) (8% [
[0300 071135121  [TRAFFIC STRIPE SOLID (THERMOPLASTICIOWHITE) (127 [
[0300 071135181 [TRAFFIC STRIPE SOLID (THERMOPLASTICIOWHITE) (187) [
[0300 071135241  [TRAFFIC STRIPE SOLID (THERMOPLASTICIWHITE) (24°) [
[o300 [o711 26 61 [TRAFFIC STRIPE SOLID (THERMOPLASTIC)CVELLOWACE" [ |
[2300 [o711 25 81 [TRAFFIC STRIPE SOLID (THERMOPLASTIC)CYELLOW) 8" [ |
40545755201 (0085 [0300  [0711 36181 (TRAFFIC STRIPE SOLID (THERMOPLASTICKYELLOWIIE [ | =
4 | o)

original contract or have been added through the Change Order process. Locate the pay item you wish to
report work against. You will need to know the Financial Project number and category to ensure you have the

correct work item.

Once you have highlighted the
appropriate pay item, either use Services
— Record Work Item or the Record
Work Item icon from the toolbar or
double click the item to display the
window where work will be reported.

With the Work Report window displayed,
make sure the middle of the window has
the focus and then press the New icon on
the toolbar to enter a new location to
report work. Work will be reported by
location in the lower portion of the
window by entering the following fields.

Placed Quantity — Enter the quantity of
the work for the pay item to be recorded
for the contractor.

T AASHTO SiteManager
Eile Edit 3Zervices Window Help

[ERE2 0 g |OssEiE

Enaily Work Reports [_[O0]
DWHR Info. Contractors Contractor Equip. Daily Staff Work ltems Force Accounts ]
Contract ID:  [E1E45 Inspector:  |Lovett, Kathy Date: |12/14/05
Project Nbr: [ 40843755201 Line Itm Nbr: [ 0005 Item Code:|0102 14 Category Nbr: [ 0300
Item Desc: TRAFFIC COMTROL OFFICER Unit Price: $.10000
Supp Desc 1:
Supp Desc 2:
Qty Reported to Date: 0.000  Qty Authorized to Date: [0.000 Units Type:| MH
Qty Installed ta Date: 00 Bid Qty: [120.000 Pay Ta Plan Qty: []
Status: Eclwa Qty Paid to Date: 000 Current Contract Qty: [120.000
Loc Seq Nbr Location Installed Placed Qty. Plan Page Number  [Templt Used
Fioadnay I N —

—
Placed Oty 2000 Plan Page Nbr: 0" Contractor: | AMERISEAL NORTHEAST FLORIDA, INC. ** PRIME = >

Loc Seq Nbr: |1 Location: IHDadway Measured Indicator: [~

Station Offset Distance Station Offset Distance
From: +| 000 | 0ol To: +| 000 | 000
Material Inspection Detail
Material Component Cont Est Matrl Oty Satisf Repr Matrl Oty Reprt Matrl Gty Matrl Unit

Contractor — From the drop down list select the contractor for which you are reporting work.

Location — Enter some description about location where work is to be performed.

All of the other fields are optional at this time and if you wish to enter information you can do so at this time.

If you are observing another contractor working on the same pay item for this contract then you can repeat
the steps above to enter another location and pick that contractor from the drop down list.

Save the information recorded.

Repeat this process for all items you are paying for on this DWR and for all contractors that you are

observing.

The big difference between our current system and SiteManager is that in SiteManager a DWR is by
inspector while our current system requires you to complete a daily for each contractor being observed.
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Helpful Hints:

The "Qty. Installed To Date" and "Qty Paid To Date" do not update until an estimate is approved. If
previous payments need to be reviewed before an estimate is approved, this will have to be done in
DWR History section of SiteManager.

Force Account Tab (Not Used by FDOT at this time)

The Force Account section of SiteManager will not be used by FDOT at this time. It could be used in the
future to pay for work done by contractor where we have instructed work to be paid for by labor, equipment
and materials. This will be documented at a later date as the need arises.

DWR Reports What You Should Know

The difference between our current Daily Inspection Report and this one contained within SiteManager is that
currently an Inspector has to complete a Daily Inspection Report for each contractor being observed. In
SiteManager the DWR is specific to an Inspector and all work being observed by an inspector will be recorded
on the single DWR for the day no matter how many contractors are observed.

Work reported on a DWR is not used on an estimate until it has been tied to a Diary and approved. If you find
an error on a DWR, it can be unapproved and corrected as long as it has not been paid on. If an error is
found after payment has been made, you must create a new DWR with the appropriate change to correct the
error that was made. This correction would be reflected on the next estimate paid.

Also note that weather information is not what we currently require by FDOT procedures. An enhancement to
include this functionality has been proposed and is being worked on at this time. Since we will still require the
paper copies of the current Daily Inspection Reports this information will be handled just as we currently do.
When enhancement has been added new instructions will be provided for it at that time.

Maintaining a Master List

The Master List is a listing of all personnel, supervisors and equipment for the contractors working on this
contract as well as Department/Consultant Staff working on this contract. A generic list of equipment,

personnel, and supervisors is available for
use by the inspector on this contract each
day the inspector completes a Daily Work
Report. If a contractor furnishes the
Department with an electronic file that
contains his specific equipment, etc., it can
be loaded using the Vendor Master List
Load Utility. See instructions for use below.

Loading the Generic List to a Contract

If when you attempt to add either, Contractor
Personnel, Supervisors, Equipment or Staff
Member to the selected contractor on the
appropriate tabs and you get the screen
shown at the right, then you must move the
Generic List to the contract.

P ansHTO siteManager

File Edit Services Window Help

ZE®? DS ad @

M baily Work Reports =] k| I
DWR Info. Contiactors " Conactor Equip. Daily Staff Work ltems " Focedccounts
Contract ID: [T1047 Inspector: [Lovett Kathy  Date: [02/14/05

Nbr of Mbr of
Supervisors Workers

Contractor

Hrs Worked

Hours
[Supervisoi/Foreman Name ‘Worked
rrmmasupermors 1 [

@ Supervisars must be added ko the master list before they can be recarded!

Hours Total
Worked Hours

Personnel Type | Persons [

From the SiteManager Main panel double click the Daily Work Reports icon then double click the
Reference Tables (DWR+) then double click the Contract Master List as shown below.
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FsitemManager Panel
Main Panel T Daily ‘work Reports(+] ]
2 © m X
Ney =S| = BIA
Contract Pipeline(+] Contractor Change Civil Rights(+] Materialz
Administration[+] Papmetits(+] Orders(+) I anagement(+]
ﬂsiteManager Panel
3
OE sl Fdain Panel T Daily Work Reports[+] T Feference Tables(DWH+) |
Acceszones(+] Systemn . i | I | =
Administration(+] I ’EI =
D aily Wwiark Diary History Diiary Item - D'%WH  Contract ltem - DW'FR Template
Feports Adjustments Template ['WH Template Usage Report
E ﬁ P siteManager Panel
Process List 7 Main Panel T Doaily wiork Reparts(+) T Reference Tables(D'WR+]
Wendor Master [Raglitte]

List

A contract selection screen will pop up as shown in the screen below.

ﬂSelect Contract ¥endor
Selection
Contract 1D |
Yendor |

Contract 1D

Contract ID Vendor ID Fed S
v m Selection

20934 FE50394050001 D42300¢ -C;';:Z‘rm || e
2102 720536352001 arssog; ([l |
21103 840515605002 055155;
2110301 WFE40T1 5605002 D95155; |
21143 592651115001 100,

endor
Pl CENTRAL FLORIDA STRIFING

B9-20RR053 GLULF COAST BORING & PIPELINE, INC.

533042773 TRANS-PHOS, INC.
_E 53-3324026 FLORIDA LANDSCAPE AND DESIGN
53-3421520 DON ROBINSON CONCRETE, INC.
VFOB0421150002 | CENTRAL FLORIDA HOT MiX THE LANE CONSTRUCTION C
V532671792001 |SENTRY BARRICADES, INC.

\VFEB0005286001 |SOUTHERM ROAD BUILDERS OF POLK

Highlight the contract you want and press M M
OK or double click the contract and the
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list of contractor/sub contractors associated with the contract will be displayed as shown on the right.
Highlight the vendor you want the master list on and press OK or double click on it.

The contract master list window will be displayed
as shown on the right. If you want the whole list
available for use, just press the Add All button
and it will transfer over to the Contract Vendor
List column. If you want to select certain records,
you can hold the SHIFT button down to select a
range of records shown in a row or hold the CTRL
button down to independently select records that
are not shown in a row. After selecting the
records you want, just press the Add button and
the records will transfer to the Contract Vendor
List shown on the right hand side of the screen.
All entries moved over will have the Active box
already checked. If you have some that are not
going to be used for this contract, just remove the
check out of the Active box. To save the data,
just press the icon that looks like a disk on the tool
bar or go to File then Save. The Staff Member
tab is the only tab that does not contain the
Active box. You are ready to start reporting on
your DWR'’s at this point.

Vendor Master List Load Utility

Vendor Master List Load Utility Getting Started

I aASHTO SiteManager

Fle Services Window Help

|EREE S|

P contract Master List [_[o]x] .
Contract ID: [ETE43 Vendor D [VFBEO005Z8B001 [SOUTHERN ROAD ELILDERS OF POLK L
’ (= Equipment " Personnel  Supesvisor { Staff Member
‘Vendor Master List: Contract Vendor List:
EgpID Equipment Des + Eqp ID Equipment Descri
At Compressor
gen - 02 AirHammer
gen - 03 Arow Board
gen - 04 Asphalt Distributor
gen - 05 Agphalt Paver
gen - 06 Automobile
oen - 07 Backhoe
gen - 08 Barge
gen - 09 Boat
gen- 10 Boat Matarized
gen- 11 BobCat L )
gen-12 BobCat Wi/Attachments << Rem Al
oen - 13 Boom Truck e
gen - 14 Box Tractor
gen- 15 Bridge Segment Gantry
gl | LH | |

The Vendor Master Resource Load Process provides a method to load contractor equipment resources for
each vendor in SiteManager. The process uses the built-in function in SiteManager called “Attachments”.

From the SiteManager Main Menu panel select Accessories. Select System Attachments from the

Accessories Menu as shown in the screen below.

ﬂsiteManager Panel
Main Panel I Accessonies(+) ]
8 E 6 4 @ m X
Contract Draily work, Fipeline[+] Contractar Change Civil Rights[+] Materials
Administration[+]  Reparte(+] Payments{+) Orders(+] I anagement(+)
Esitel“lanager Panel
E Main Panel T Accessories[+] ]
] ystem = —_]
Administration(+] "%:
Fo= il REPORTY
InBox Distribution List  Custom List  ADHOC Query  View Saved Process List
Fecord Usage Taol Reports (PSR

Process Status

This will display the screen shown below.
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P ansHTO SiteManager

File Edit Services ‘Window Help

IR S FEEE R

ﬂﬁystem Attachments

Mame Tyvpe Autorun
TRNSDOR [Plug  [Reports L]
TRMSDOU [Plug  [Update ]

SIM ‘web Reports [Plug  [SIM “web Reparts |
1S [Plug  [Maintenarce MS |
CopyContract [Plug  [Maintenarce CopylContract |
kkS Batch [Plug ~ [MMS Batch ]
*endh azt “endaor Master List Load Ltility

TEST URL  [fuse L]

Double click on the row labeled VendMast or highlight the row with VendMast and click on the icon for the
‘running man’. The screen shown below will appear.

On this screen you will identify the
vendor you wish to load resources for
and the location of the file that contains
the resources to be loaded.

FindVendorBy: " Wendar Mame Load File Location
Select the method for searching the & Vandor Number [52 & [dotvootpd0Tvappdtan ] =]
vendor list by clicking on either Vendor et T o i _
Name or Vendor Number. elect Yendor Jumber S
I L3 cnaa2k
In the area underneath “Select Vendor 010569979001 i’ Caf
Number” or “Select Vendor Name” il
(depending on which was selected 017583375001
above) type a portion of the number or 8323323‘;’ Make ML b n
name to go to that area of the list. 33?0435?13959?51001 zz{:;%ﬁ:}:rt :|
030393497 Fm.ini
Once you have found the correct oo e el
vendor, highlight the name (or vendor 043112211 =l Smhelp.hip jd|
number) and the appropriate :
informazion will be gﬁovsn in the area Vendor Name Ll
below the list. | |
On the right side of the screen you will
select first the drive and directory
where the resource file is stored. In Ok 2D =
the middle portion on the right side of

the screen select the appropriate file
name of the resources to be loaded.

Vendor Master Custom List Load Utility

Once you have selected all information press OK to continue and the window on the right will be displayed.

This is to confirm the information you selected on the previous screen and will also show the Current Master
Items for the vendor as well as the Master Items to be Loaded.
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If everything looks okay press the
“Load” button. If you need to correct
something then press the “Back”
button.

Exit will take you out of this program
completely.

Once you have press the “Load”
button, your data will be loaded and
you will be advised as to how many
items were loaded and if some of the
items already existed on the vendor’s
master list you will be notified. This
load program will ensure that no
duplicates (that is no duplicated 1ds)
are loaded for the vendor.

Modifying the Vendor Master List

Vendor and Load File Confirmation

Vendor Numher
Vendor Name

Current Master
Items

|VF591 GE3351001

|EW ROBERTS CONTRACTING INC

equp 1 11983 FORD RANGER P/U ﬂ
equp 10 101931 FORD PASSENGER WaN

equp 100 1001934 GMC K2500 PAU 4x4

equp 1001 101 1937 GMC K2500 P/ 44

equp 102 1021936 FORD FZ250 P/ 44 SC

equp 103 103 1933 FORD FZ250 P/ 444 SC =l

Load File

Master Items to
he Loaded

wASiteM anager\Contractor Master ListsDistrict 350w Roberts

equp 1 11929 FORD RANGER P/U =]
equp 2 21994 FORD RANGER P/U
equp 3 31994 FORD RANGER P/U
equp 4 41994 FORD RANGER P/U
equp 5 51991 FORD RANGER P/U =l

Back :

Load Exit

From the SiteManager Main panel

double click the Daily Work Reports icon then double click the Reference Tables(DWR+) then double click

the Vendor Master List as shown below.

P siteManager Panel E
Main Panel r Daily ‘work Reports(+] ]
= & 7 s
= @ @ R
Contract ) ai Fipeling(+] Contractor Change Civil Rights(+] fd aterialz
Administration[+] i [+] Payments(+] Orders(+) Management(+]
P siteManager Panel E
E kM ain Panel T Daily Work Reports[+] T Feference Tables(DWH+) I
Accessones(+) Syztem - Wﬁ =
Administration]+] ’EI iﬁl
D aily Wwiark Diary History Diiary Item - D'%WH  Contract ltem - DW'FR Template
Reports Adjustments Template DR Template |Jzage Report
tain Panel D aily work Reports(+
Process List T Iy ports(+] T Reference Tables(DWH+)
=H

The screen shown below will be displayed.
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EUendor Pick List x|
— Selection
Wendor
Find : |
~ Wendor
Yendor Id Yendor Short Hame Yendor Type -
E SUWANMNEE WaLLEY GRA Construction Contractor
WFE91266315002  MWELSOM MECHAMICAL COMNTRACTORS, IMC. Construction Contractar
WFRI1270754003  GREEMBERG TRAURIG HOFFRAM Construction Contractar
WS2BV0ES887001  JOMES & JOMES MNTC SWCS Construction Contractor
WFREZ2208402002  SOUTHEASTERM TREE SURGEOMS [MC Construction Contractor
WFBS2975137003  CIVIL SERVICES., IMC. Conztruction Caontractar
Z05-0533395 MHALI SERVICES GROUP, IMC. Inzurance Compary

Select the vendor name or number for which the list needs modifying and press OK. The screen shown
below will be displayed.

I aSHTO SiteManager : =8|

Fle Edt Services ‘Window Help

ERZ DS 9E T

ﬂ\lendor Master List 8 [ [
Vendor ID: V592932056004 [AMERISEAL MORTHEAST FLORIDA, INC
+ Equipment " Personnel " Supervisor " Staff Member

Equipment Active =
Equipment D escription D Indicator
@m gen- 01 | W
it Hammer gen- 02 | v
row Board gen- 03 | 72

aphalt Distributor gen- 04 | 72 s
sphalt Paver gen - 05 | v
utomobile gen- 06 | 72
Backhoe gen - 07 [ v
Earge gen- 08 | 72
Eoat gen- 09 | v
Eoat Motorized gen- 10 | 72
EoblCat gen- 11 | 72
BobCat 'w/ittachments gen- 12 [ v
Eioom Truck. gen-13 | 72
Eox Tractor gen- 14 | v
Eridge Segment Gantry gen- 15 | 72
Eulldozer gen- 16 | 72
Concrete Bucket gen- 17 [ v
Concrete Grinder gen- 18 | 72

Note that there are 4 buttons at the top of the screen. Depending on which button is pressed changes the
lower portion of the screen to indicate what information is being worked on.

Information can be modified here by highlighting the area that needs updating and typing over the existing

entry. The Active Indicator box can be unchecked if the entry is not valid anymore. When you remove the
check from the box, the following warning screen will be displayed.
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Yendor Master List x|

9 Deackivating this Wendor Master Liskt record will de-activate it on all associated Conkrack Master List records, Do you
\f/ wankt to Conkinue?

Yes Mo

If you attempt to delete a record that is being used, you will get the following message.

A new entry can be added by clicking on the New icon on the toolbar at the top of the screen (looks like a

white sheet of paper). Once the blank row is added, just type in the needed data and save it. If you decide
you don’t want this record after all, just press the Delete icon on the toolbar at the top of the screen (looks like

a trash can with an X). You will be prompted as shown below to make sure you really want to delete the
record.

\?f) Are wou sure Ehak wou want ko delete this piece of equipment?

Yes Mo
Note: -
A o .
A generic master list can be set up after Fle Edk Window Hep
activating the contract but prior to reporting |[E® % = =]+ + |
work on the job. This list could contain =0y |
geneI’IC names SLICh as SUperVISOf, Sk'”ed DWH History Wwiark lkem History ¥ Contractar History

Worker, Semi-skilled Worker, Roller, Dump | Centiact ID: [30002

Truck, etc. A dummy DWR and Diary RPT-ID: RDWRHCON SysTEST  Floiida  SysTEST DATE: 09/18/2000
(shown as a no charge day) must be set up USER:  cn982kI Department of Transportation PAGE: 1ol 7
to generate this list and for a date after DAILY WORK REPORT HISTORY FOR CONTRACT: 30002
A GROUP BY DWR DATE
contract activation. The DWR can later be e High Low AM o
H H Inspector ID Date Locked Authorized Paid Temp Temp Condition Condition
copied (enter in new DWR date, press tab, SR —— T
and answer yes to copy contractor Remarks: 12 Wok  No NoDaly Stafl  ves
. . . Suspended Site:
information) to a real DWR for use in nticator onste
generating an estimate. Suspondod " ltems Instaedt
Time:
Work 00:00 No Contractor  ‘es
HESI!I_I'I_'IEd_ on Site:
DWR On-line Reports : |

To access the DWR on-line reports, select Daily Work Reports from the SiteManager Main panel.

Select History from Daily Work Reports panel by double clicking on the icon.
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Once selected, the following screen will be

displayed. This first report is the DWR History
which shows the DWR data grouped by date. As Bras) s+

you can see at the right, the report displays the
inspector ID, DWR date, whether the DWR is DWh Histoy — Work ltem History ™ Contsclor History

locked, whether the DWR is authorized, has the Contiact ID: o002

DWR been paid, high and low temperature, AM and
PM COI’]dItIOﬂS, When Work was Suspended or RPT-ID: DWRHWIH SysTEST  Florida SpsTEST DATE: 09/18/2000
resumed; Whether dally Staﬁ was on boardv was USER: cn982kl Department of Transportation PAGE: 1 of1

work installed, and whether or not a contractor was WORK ITEM HISTORY FOR CONTRACT: 20002 i

|

on site. GROUP BY DATE
Line Project Cat Item Description Installed Qty  Bid Qty Final G
tem MbrNbr Hbi  Code To Date
0030 19363815201 100 O0M0275 SIGHS CONSTRUCTION il 3.360.000 .ooo
[TEMP - POST MOUNTED]
Date User ID  Location Installed Contactor ID Reported Oty
10/20/1934 cn382kI Up the cresk CO02433008 30.000
Station Offset Distance Station Difset Distance

From: + 0 0 To: + 10 0

: -
| | 3

Next select the Work Item History tab to view the
report shown in the screen on the right. This report displays the work item history grouped by DWR date. It
displays the line item number, project number, category number, item code, description, installed quantity to

date, bid quantity, final quantity, date, user ID, location installed, contractor ID, reported quantity, from station,
offset, distance, and to station, offset, distance.

E SiteManager Panel
Main Panel T Doaily \wark Reports(+] ]
& = & m X
ey S B BI3
Contract f Pipeline and Contractar Change Civil Rights[+] I aterialz
Adminiztration(+] Zipl+] Payments[+] Orders(+] M anagement(+]
— P siteManager Panel
OE : Main Panel T Daily Work Reports[+] ]
Accessonies(+] System e
Administration(+] I % % i@)
Diary Histary Diary Item - O'WHR  Contract Itern - DWH Template
Adjustments Template DWwWHR Template Usage Report
E SiteManager Panel
Main Panel T Daily Work Reports{+] ]
Daily ‘wéark. Diary Y Diary Item - DWW Contract ltem - DWHE Template
Reports Adjustments Template DR Template Usage Report
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The last report available to you is under the RSN BIEIES
Contractor History tab. This report is i9 B LD )

grouped by contractor and then by date. ERED G e R .
This report displays contractor name, DWR  ||£[% [_[O]]
date, user ID, equipment deSCFiptiOﬂ, T DwR History " WaklenHitoy  Contractor History

equipment number, number of pieces,
number used and hours used.

Any of these reports can be printed by
going to File drop down menu then by
selecting the Print option.

Page 36
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Contract ID: [30002

RPT-ID:RDWRHEQP SysTEST  Florida  SysTEST DATE
USER: cn982kl Department of Transportation PAGE
EQUIPMENT HISTORY FOR CONTRACT: 30002
GROUP BY CONTRACTORJ/DATE

: 08418/2000
o 1o

Contractor: AJ4x CONSTRUCTION INC.

DWR Date: 10/20/1334

UserID  Equipment Eqpmnt  Nbi Nbr Used
Description D of Pieces  Used Hrs

cnd82kl 87878 Roller 47e78 1 5000

DWR Date: 10/17/1934

UserID  Equipment Eqpmnt  Nbi Nbr Used
Description D of Pieces  Used Hrs

cnd82kl 87878 Roller 47878 1 1 5.000 hd

1
|Peady [Gerver TEST [EMADMIN - [endB2kl
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Diary Approval Getting Started

From the SiteManager Main panel double click on the Daily Work Reports icon and then double click on the
Diary icon to display the Authorize tab.

P SiteManager Panel
Main Panel T Doaily " ork Reports(+] ]
Contract Pipeline and Contractor Change Ciwil Rights[+] Materials
Adminiztration]+] Zipl+] Payments[+] Orders(+) tanagement(+]
e ESileManagm Panel
L . :
N g " Vel Main Panel T Daily Work Reports(+] ]
CCEeIIones|+ Elem anualz|+.
Administration]+]
Daily 'wéark. Histomy
Feports
Authorize Tab
| | - - |}

Required Fields: Remember, if the Contract ID is missing then you will need to use the
Contract ID: System(key) Services menu option, Choose Keys to select the correct contract.
Diary Date: System(key) After selecting the appropriate contract and highlighting it, press OK to

return to Authorize tab.

The Appropriate Engineer or Lead Inspector is
required to authorize all Daily Work Reports SN

for each day. Only those Daily Work Reports [
that have been approved by this process will be cA.hl.D e

included in the Estimate Generation process. Diary Date: [ TTE730

[inspector [ Authotized | ized Date

This authorization is done as follows.

1. Onthe Diary Date field enter the date for
which you want to authorize DWRs.

2. For each of the DWRs displayed for the —_— Emoe
date, highlight them and then using the
Services menu, select Preview DWR or
click on the Preview DWR icon to display
the highlighted DWR. If information is
correct and complete then close screen to
return to Authorize tab.

3. Check the box under the field Authorized. This will enter the current date under Authorized Date. This
will lock the DWR making changes impossible by the inspector. The inspector can take the approval off
of a DWR and make changes as long as the DWR has not been used in an estimate. If the DWR was
used in an estimate, the only way to correct changes to it is to create a new DWR and make appropriate
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changes to compensate for the mistake made in the first DWR — it is important to make notes on why
these changes are being made. This DWR should be dated the day you found the mistake but make

sure you note what the date of the DWR you are making a correction to.
4. Repeat these steps for each DWR displayed.

5. Remarks: Add any additional comments for this contract for the specific areas listed under the Remarks.
This is the proper place for Engineers/Lead Inspectors to add any comments that need to be recorded for
the day (i.e., Important verbal instructions to the contractor, discussions with the inspectors, significant

events of the job, etc.).

6. Use the Save icon to save the information entered.

Charge Tab (Not used by FDOT at this time)

Required Fields:
Contract ID: System(key)
Date: System(key)
Charge Type: System

This tab will not be used by FDOT. Once you
have completed the Authorize tab, you can then
go to the Charge tab. Every day will be shown
as a “charge” day under the Charge tab.

Save the information entered.
If you have not defined Milestones for your

contract then the lower portion of the window will
not be used. If you have valid Milestones

FIAASHTO SiteManager [_[5]x]
Flle Edt Services ‘Window Help
[0 A=
9 Diary [_[Ofx]
Sutharize Charge
Contract ID: [30002 Date: [10720/5%
Charge Type e of Diaries: 1
= iary Charge Days: 1.0
Full Day. b
 Half Day "
3 iary Charge Days: 1.0
HOEhalgs o Charge Days: .00
Histn redi
Nbr R
Ready [Berver [FEST  [SMEDMIN  forsazkl

defined for the contract you can use the lower portion of the window to define appropriate time charges and/or

credit for these Milestones. To do this, do the following from each defined Milestone.

1. Place focus in the lower portion of the window.

2. Press the New icon from the toolbar to insert a new row in the lower portion.

3. Inthe field MiIstn Nbr use the search lens to find the appropriate Milestone to be reported. Once
highlighted press OK to return to the Charge tab.

4. Inthe field Charge Amount, select the appropriate Charge Type from the drop down menu.
5. If No Charge was entered as the Charge Type, then select the appropriate Credit Reason from the

drop down menu.

6. Repeat these steps for each of the Milestones to be reported.
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Estimates Generation: What You Should Know

In SiteManager estimates are defined as Progress Estimates, Final Estimates and Supplemental Estimates.
Because in SiteManager no further charges can be made against the items in the contract once the Final
Estimates has been approved, FDOT will use the Progress Estimate process to generate the various
estimates we need for payment, leaving the Final Estimate to be generated only when we are sure there will
be no further payments made on the contract. Supplemental Estimates are available should a situation arise
where we must pay an estimate after the final has been approved. No pay items can be addressed on a
Supplemental Estimate.

During the Contract Activation function the Contractor Payment Approval Levels must be set so that the first
level of approval is set to the group of the person that will be responsible for generating the estimates. If this
was not done at that time the person will not be able to generate an estimate. Prior to generating the first
estimate you should still check the Estimate Approval to ensure that it is correct. See below for how to define
the approval levels for the contract.

It should be noted that the Estimate Approval process provided within SiteManager can be defined specifically
for a contract and can be changed during the life of the contract. For example, this would occur whenever
there is a change in project personnel and when the field has completed their preparation of the Estimate
package and the Final Estimates process has begun. The District Final Estimates staff should redefine the
Estimate Approval process so that no other estimates can be generated by others outside the District Final
Estimates Manager’s Office. In addition the Contract Authority should also be adjusted to remove all users
except the appropriate Final Estimates personnel.

Estimate Generation: Getting Started

Required Fields: To perform the Estimates Functions double click the Contractor

Contract ID: ~ System(key) }| Payments icon on the SiteManager Main panel. From the Contractor

End Date: System Payments panel, double click the Estimate icon.
Type: System

FsiteManager Panel |
Main Panel Contractor Payments[+] ]
Contract Daily Wwark F'lpellne[+] o Change Civil thhls[+] P aterials
Administration[+]  Reports(+) >z Orders[+] Management(+]
@ P siteManager Panel |
b ain Panel T Contractor Payments(+] T E stimate[+]
Accessones[+] =
Ad =2 ;
5 o £ s
E stirmate E stimate E stimate Item Estimate [kerm  Estirmate Histors E stimate
Summary Dizcrepancy Dretail Paybook. Approval

FsiteManager Panel x|

Main Panel T Contractor Payments[+] T Estimate(+]

E stimate

Rejection aj ﬁ % m

E stimate[+] Contract Milestane Reports [CP+] Reference Process List
Adjustrents(+]  Adjustments[+] Tables [CP+]
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Make sure all DWR's have been compiled and approved in the diaries through the estimate period. The user
can check this in the DWR.History section.

If you get the message that states, “You don't have authority to Generate Estimate” then you should check
the Estimate Approval window to see what group you must be logged in as to generate an estimate.

If the Contract ID is blank then you will need to use Choose Keys from the Services menu item to locate the
appropriate contract. Once you have highlighted it press OK to return to the Generate Estimate window.

1. Check the Estimate Number. If this is the first estimate to be generated the Generate Estimate
Number will be 001 and the Last Estimate Number will be blank.

2. Check the Begin Date. This should either be the Notice to Proceed Date, if this is the first estimate or
the end date of the previous estimate. The End Date will default to the current system date but can be
changed by either typing the correct date in the field or by selecting the date on the calendar.

3. Make sure the estimate Type is correct depending on the type of estimate you are generating.

4. The Delay Generation checkbox will not be used by FDOT.

5. Select Generate Estimate from the Services menu or

use the Generate Estimate icon on the toolbar.
@ E stimate already exists for generation period. Do you want to delete it 7
Note: If you have generated this estimate before, the
window at the right will be displayed. This is a
warning message that means the current estimate
and all adjustments will be deleted. If this is acceptable, press Yes to continue.

6. You will now receive the following notices as your estimate has been submitted and processed.

AASHTO SiteManage x|

L.
1 1) Job subrnitted to BACKGND
.‘-'.

Client Job Monitor x|

-
' lr) Process OCPIMTESA submitked,
.’-‘.

DPS Status Monitor |

LJ
\ 11) Profile OCPINTESE for process SMEAPP has completed
.‘-'.

The estimate has now been processed by the batch server. NOTE: This is just a process, no report is
generated. See below for estimate reports.

Adjusting an Estimate

From time to time it is necessary to Adjust an Estimate due to failed or defective materials, behind schedule
retainage, penalties, fuel adjustments, bituminous adjustments and others. Adjustments can be entered for
the contract or for any pay item on the contract. All adjustments entered for an estimate will be marked as to
when and who entered them. Currently SiteManager automatically calculates adjustments such as fuel
adjustments, stockpile adjustments and regular retainage, if used, and these will be entered as “System”
generated adjustments. To enter any adjustments to an estimate, the estimate must first be generated. The
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following provides information and examples as to how adjustments are entered into SiteManager. NOTE:
When it is necessary to change an adjustment that has been created, DELETE the adjustment in question
and re-enter it completely. Failure to do this may result in an inaccurate estimate.

Contract Level Adjustments

Required Fields:
Contract ID: System(key)
Entered Date: System(key)
Userid: System(key)
Estimate Nbr: System(key)
Adjustment Description: System
Adjustment Amount: System
Location: System
Remarks: FDOT

Contract Level Adjustments are those adjustments that are made at the contract level for a given estimate.
To enter these types of adjustments after the estimate has been generated, from the SiteManager Main
panel double click on the

Contractor Payments icon to B stekanage Pare - ]
display the Contractor Payments Mein Pone! conee Pl
. 2 [z LW T
panel. Then double click on the N @ m X
. . Contract Daily wiork, Pipeline and E on Change Ciwil Rights[+] Materialz
CO ntract Ad] u Stments IcCon to Administrationl+]  Reports(+] Zipl+] +] Orders(+] Management(+]
display the Contract e |
g‘_dlll‘lStmhentcs panel' This will posessoieslr] Sy Main Panel | Contiactor Papmentsis) |, Contract Adustments]+] |
isplay the Contract = =]
Adjustments panel as shown EH : @ X HEDESW F{ﬁ
bE|OW A Bl Adustments(+] Tables [CP+)
P siteM anager Panel
From this panel, select the Moin Parel | Gl Panenst] | Contvaot Adjustments(s)

Contract Adjustments icon and B 5

if you have not already selected
your contract on another window
you will be presented with a list of
contracts that are available to you
for entry of adjustments. Just I
double click on the contract you I
wish to work with and the

Contract Adjustment window

shown below will be displayed.

This window is divided into two

parts. The upper section of the

window displays the list of adjustments, if any,
that have already been entered for this contract.
Remember that the system automatically
generates adjustments, such as liquidated
damages or regular retainage (if used) and these
will be shown with the User Id of “SYSTEM".

Liquidated Cantract Time Line Item
Damages Adjustments Adustments

The Lower portion of the window is used to enter
new adjustments. If this is the first adjustment to
be added you can just go to the lower portion and
begin entering the data else you will need to
insert a new line. To insert a new line, you can
press the New icon on the toolbar or enter File,
New on the menu. Once the new line is inserted
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and is highlighted you can then enter the information in the lower section of the screen.
The following describes the fields that are shown on this screen.

1. Adjustment Description: This is a drop down menu of standard reasons why an adjustment is
being made. Select the appropriate reason.

2. Adjustment Amount: Enter the total amount for this type of adjustment. If this is to be a credit to
the contractor then it should be entered as a negative number.

3. Reference Document: This field is not required and will not be used initially.

4. Remarks: You should include a descriptive phrase as to why this adjustment is being entered. This
information will be helpful to the Final Estimates process as well as documentation for any other audit
later on. Use as much detail as you feel is necessary to describe the justification for the adjustment.

Once you have entered all of the information then save the
Information, by pressing the Save icon on the toolbar or using File, Save on the menu.

Line Item Adjustments

Required Fields:

Contract ID: System(ke
Estimate Nbr: y)
Project Number: System(ke

y)

System
Line Item Number: System
. i Pane T Contractor Payments(+] T Contract Adjustments{+]

Type: System —
Quantity: System @ _
Unit Price: System P tceleil vl

From the same Contract Adjustment panel as
shown above, double click the Line Iltem
Adjustment icon to display the Line Iltem
Adjustments window shown on the next page.

As in the Contract Adjustment process above,
if you have not already selected a contract
number to work with you will be presented a list
of contracts that possibly could have adjustments made to - -
them. These are contracts that have pending estimates on e |

them. Double clicking on the contract you wish to work will
@ Mo Line [tern Adustment Data Exiztz

display the estimates that exist for that contract. Double
clicking on the estimate you want to work with, this will
always be the one listed on the top, which is the current
estimate that is being processed. If you select an estimate
that has already been approved and paid, you get the
message shown on the right. Pressing OK allows you to pick
either another contract or the correct estimate. Remember, you can not adjust an estimate that has already
been paid. You can only adjust the estimate that is in pending status and has not been approved by the first
level approver.

Once you have selected the appropriate contract and estimate the Line Item Adjustments window shown
here will be displayed.

The upper portion of the window will display any adjustments that have already been added to this Estimate.
If there were line item adjustments made automatically such as fuel or stockpile payment then these will be
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listed here and if you want to review them you just  Erm ————— aisix
highlight each one and the display in the lower LS ot _—

portion of the window will change to show details of | Fs=e FE— tamsm 5
the adjustment including who entered the
adjustment. In the case where the adjustments
were done automatically by the program then the
Entered By field would display SYSTEM.

If you wish to enter a new adjustment, then you will
need to insert a new line in the upper portion of the
window. To insert a new line use the New icon on
the toolbar or use File New from the menu.
Highlighting a blank line on the top portion of the
screen will display blanks in the lower portion to be
completed.

=l Line liom Hmber: 25

=] ety
Vndunedd Date [E70TH

Sheakpded fnc [T

e rniEe e

The following describe the fields that are shown on
the Line Iltem Adjustments window.

1.

Project Number: The FDOT Financial Project ID on this contract where the item to be adjusted is
assigned. If there is more than one Financial Project ID then the drop down menu will have all
Financial Project ID’s that exist for this contract.

Line Item Number: This designates the item that is to be adjusted. Each pay item that exists on the
contract has been assigned a Line Item Number. If you already know this you can enter it or you can
use the Search Lens to display all Line ltem Numbers with the appropriate pay item number and
descriptions. The Line Item Numbers displayed this way will only be those for the Financial Project ID
that was selected above.

Type: This is a drop down menu from which you can make the appropriate selection for the type of
adjustment that is being made.

Reference Document: This field will not be used initially and can be left blank.

Amount: This is the total amount of the adjustment being made. It is preferred that you do not use
this field, rather, use the quantity and unit price fields below. If you enter a total here the Quantity
and Unit Price fields will not be available for entering information.

Quantity: This is the quantity of the item that is being adjusted by the unit price entered below. Only
available for entry of data if the Amount field was left blank.

Unit Price: This is the unit price for the item quantity entered above. Only available if Amount field
was left blank.

The remaining fields on the screen are automatically entered by the system and are not changeable by the
user. They are:

1.

Entered By: This is the User ID of the person who entered this adjustment. If the adjustment was
entered automatically by the system then the User ID would be SYSTEM.

Entered Date: This is the date that the adjustment was entered.

Stockpile Sn: If the adjustment was for Stockpiled Material then this would display the original
Stockpile Sequence number that was used to adjust this item.

Replenish Sn: If the adjustment was for Stockpiled Material and the Original Stockpile had been
replenished then this would display the Replenish Sequence number that used to adjust this item.
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A Remark entry should be made for
adjustment before being saved. To enter
a Remark just click on the "Remarks”
icon on the tool bar and the window on
the right will be displayed.

The “Remarks” icon is the “cartoon
balloon” on the right end of the toolbar
below the Menu line.

Enter you remarks in the window and
then click on the “Remarks” icon again to
save them. Your remarks should include
sufficient descriptive information to
document just what the adjustment is
and, if necessary, how it was calculated.
First 3 lines of remarks will be shown on
estimate as description for this
adjustment.

B B Jorvkes Wdew Hel
mse R FSad Dw

Estimates Generation Function

=lolx|
Supw
=
4| i
Progret Hussbes (3071501 = Line Hiesm Huseher: e
Line flem Adpmnl Detad inlomation -
Topee:[Contgency Horr st Wk Crde Ak =] Cntoved Dy orii3s
e T Entevod Bt R
Auantity: | 1)
Unit Priee: S S Stoekpied Sn: [ Fieplenith Sa |
|Erterviw Atachments ol T T

Once you have entered all of the information for an adjustment press the Save icon on the toolbar or use File

Save on the menu.

Note: If there is an error in the entry of an adjustment, just delete the adjustment and re-enter it.
NEVER just make a correction to an estimate as this can cause your estimate to be incorrect.
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Printing and Reviewing the Estimate Report

There are multiple reports available, both internal and external to SiteManager, that can be used to review the
estimate to determine its correctness.

The preferred internal report is called the Construction Pay Estimate.

To print the estimate report, double click on the Process List icon on the Contract Payment panel.

M Confirm Process Submission x|

Double click on the Construction Pay
Report (CONSTPAY) and you will get this
panel: Submit Parameters

Click on Subset to select the contract
selection screen:

ESelect Subset x|

Fed St Prj Mbr

Contract [d

ooo 2 9

g il
20030218

chilSpa

20030219

WF5E1

21462 (P 0003 20030316 20030319cn709pa WFEE14014

21462 (L FE 0004 20030420 20030421 cn703d WF5E14014

21462 (AP 0005 20030518 20030519 cn709d F5E14014 Select your contract, rlght click on the
21462 (P 000e 20030615 20030623 cn709] WFEE14014 . .

21462 (L FE noozF 20030720 20030722 cn703pa WF5E14014 screen then click on Filter.
21462 (AP 0ong 20030817 20030818 cn709] F5E14014

21462 (P 0ong 20030921 20030923 cn709pa WFEE14014

21462 (L FE 010 20031019 20031021 cn703d WF5E14014

21462 (AP 0011 20031116 20031118 cn709d F5E14014

21462 (P ooz 20031211 20040130 cn709pa WF5E14014

21462 (L FE 0013 20040213 20040213 cn706gy WF5E14014

21462 (AP 0014 20040720 200407 20 cn70Bgy F5E14014

21462 (P 0015 20040727 20040727 cn70Bgy F5E14014

‘E

oK I Cancel |

Setéhe field to ‘cogt rl]d thle A Field Condition Value e -
condition to ‘=" and the value to the '

i_id ~| |- ~ | 20934
contract you want then click OK. EX | | i

Remove
Clear
Test

Load...

Save...

x|

Cancel

Help
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Filter Message |

i Szl iy | s 3 s The Filter Message will tell you how many rows (number of
“-4) estimates) will be returned. Click OK.

ESelect Subset
Contract [d  |Fed St Prj Hbr Est Mbr | Prd End Dt

i 0 1040 oon 200 20 : hy 29400
04230040 20030518 20030528 cn106i:  |APRY  WFES03340
MMDDBD 20030615 20030623cn115ss  |APRY  [VFES03940
20934 04230041 o3 20030725 20030725 kn10Bgm |APRY  WFES03340
20934 04230041 on32 20030821) 20030821 kn10Bgm  |APRY  WYFES03340
20934 04230041 on33 20030921) 20030924 kn10Bgm |A4PRY  WFES03340
20934 04230041 0034 20031019 20031023 kn106gm |APRY  [VFES03940
20934 04230041 0035 20031118 20031120kn106gm  |APRY  WFES03340
20934 04230041 0036 2003214 20031219kn106gm  |APRY  WFES03340
From the subset |iSt, select the 20934 04230040 o037 20040118 200400122 kn10Bgm  |APRY  WFES03340
estimate you wish to run then click 20934 04230041 on3a 20040215 20040218 kn106gm |APRY  WFES03340
OK. 20934 04230041 o33 20040321) 20040322 knpbitm  |APRY  WFES03340
20934 04230040 o040 20040405 20040405 kn10Bgm |APRY  WFES03340
20934 04230041 o041 20040418 20040420 knpbitm  |APRY  WFES03340
20934 04230041 on4z2 20040514 20040514 knpbitm  |APRY  WFES03340

b

oK I Cancel

Etunﬁrm Process Submission x|

On the Confirm Process
Submission screen, click on
Submit and

Submit Parameters

you will receive this message, click OK: :
Client Job Monitor Kl

L.}
_\_!3) Process CORSTPAY A submitked.

Next click on the Services menu and select Process
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Status. You can continually refresh (File>Refresh) this screen or simply wait for the completion screen to
pop up:

M ansHTo SiteManager

01.00 pm_(01:00 pm 01105 pm

Double click on the line that represents the estimate process just completed, then double click on the Output
line and the estimate will be displayed

it = i “rlocida . .
B et Seieooaa o DapRCtRESE Of TEanIpOCtAbLon - - - -
' | Contractor Eatimate Jumsary

Vendor Hame: GLF CONSTRUCTION CORPORATION

‘Through Est Nbr: 008: Pay Period: O4/02/2001 o BEJOL,

antEact Description: U3 41 §US

Gntract Locationi FRON PALERNO PLACE
T US- 43 BUS (BYFASS W)

ooy
- B0 S.%. OTH  STREET, SUITE 2201

©- - NIAMI,- FL 33130

Phone: (305)371-5228

fatice Lo Proomed:s OA/DZ/Z001 = oo oo
otk Uegan: 04/02/2001 .

© Passed: ¥ G
~ Final Payment Offec: -
Offer Accepred:
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This report contains detailed information needed to determine if the estimate correctly reflects what should be
due the contractor for the pay period.

1. The first page contains basic contract information as well as the current contract status.

The second page contains a contract summary that displays the regular work, contract adjustment and
line item adjustments for the current estimate and the previous estimates.

3. Subsequent pages detail the items paid during the period as well as detail line item adjustment
information.

4. The final page contains the project totals and contract grand totals.

Once you have determined the amounts are correct, approve the estimate. A message will be sent to the
next reviewer for approval. Refer to the Estimate Approval process below for instructions on how to do this.

The next levels of reviewers/approvers should review the estimate and approve accordingly. If errors are
found in the next level of approval, rejection should be made and the first level approver will need to correct
the estimate and generate/review/approve accordingly. With the approval levels set as discussed below, last
level of approval done by an individual will cause the estimate to be picked up by the Electronic Estimates
Disbursement (EED) system (as discussed below). This automated system will review the system to
determine if errors exist that will keep the estimate from being paid without manual intervention. If, errors are
found then the system will hold the estimate until they are resolved. If the errors can be resolved then EED
will automatically process the estimate for payment and return the final level of approval to SM. If errors
prevent the estimate from being paid in its current configuration, control of the estimate can be returned
(rejected) back to the originator for deletion or correction. Once corrected, the whole approval process must
be started again. Once the EED level approves the estimate, no further changes can be made to the
estimate.

SiteManager updates the header information of reports each time an estimate is ran. SiteManager also does
not automatically save a report when you close it. So if you generate a report on a certain date and do not
save it, the next time that you generate that report the header information will be for the date that it is
generated. Conclusion: If you want a Change Order, Estimate Summary to Contractor or any other
SiteManager report to have the header information reflect the contract status at the time the report was first
made correctly, you must save the report as a PSR (previously saved report). If this is done the header will
correctly reflect the contract information at the time of the report.

Deleting an Estimate

An estimate that is still in ‘Pending’ status (has not had any approval done) can be deleted during the review
process by following the steps below. This is only necessary where a change in the generated estimate is
needed, not in the adjustments. In the case where only adjustments are going to be changed after the initial
entry it is not necessary to delete the estimate just delete the adjustment and recreate it. NOTE: Do not
change any adjustment, delete and recreate only.

If an estimate has been approved at any level, it must first be rejected back to the originator before it can be
deleted.

To delete an estimate: From the SiteManager Main menu select the Contractor Payments icon. Then
select the Estimates icon from the Contractor Payments menu. Finally select the Estimates History icon
from the Estimates menu. The following screen will appear. Select your contract either by double clicking
your mouse on the contract or by pressing OK once you have the contract number highlighted. This will
display a list of estimates for your contract. The only one that you can delete is the current one that has not
had any approval done on it as of yet. Highlight the estimate and then either use Edit — Delete from the
menu or click on the “trash can” icon.
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Payment Approval Level Management

Main Panel

Requ'red Fle|dS Contractor Payments(+) r Feference Tables [CP+) |

if
Contract ID: System(key) 2 ﬁ ¥ :

Estimate[+] Cantract Milestone Fieports [CP+)

User Group: System Adustmentsts)  Adustments(s)
S|teManager haS ave ry I ain Panel T Caontractar Papments(+) T Reference Tables [CP+]
extensive payment approval ) P
process that can be set up to Price Adjustment  Autopay Item Contract
3 A Maintenance D\scra_pancy ) "
conform to each district’s Ot

estimates work flow process.

In addition to the internal
approval process there is an
external approval process
known as Electronic
Estimates Disbursement or
EED.

A full description of this
process is contained in a separate manual but the basic purpose of EED is to further automate the processing
of estimates through the state accounting system and to acknowledge payment of those estimates by writing
an approval back to SiteManager.

This is accomplished by setting the last approval to EED for all estimates except those that are generated as
part of the Final Estimates process. Those will be set to EEDFINLS.

It is recommended that there be at least two levels of approval at the district level prior to EED.
From the Contractor Payments panel double click the Reference Tables icon.

Once you Double click the Contractor Payment Approval Levels icon the Approval Levels window shown
below will be displayed.
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Evtimatn Type: [Frozer: -l I~ Uxe System Detauby

Level Dusription
Numbei  (ae Gaoup
1

= Borwr B Bl i

April 2007 Page 53



Florida Department of Transportation
Trns*port SiteManager User’s Handbook Estimates Generation Function

Initially the System Default approval levels will be displayed but these should be changed, those unique to
your district.

Note: There is a drop down next to Estimate Type, this is because a separate approval process can be set

for the progress, final or supplemental estimate types. The process for setting approval levels is the same for
all types, varying only in the groups selected. Setting progress estimate approvals should be done as part of
the activation process. Setting final estimate approvals can wait until the final estimate process begins.

The first level should always be the User Group for the person who is to generate the estimate. Generally
this is the Project Administrator or Office Engineer.

The intermediate level(s) can be used for whatever groups (Resident Engineer, District Office Engineer, etc.)
necessary in the approval process in your district. In any case, the next to last level should be the individual
responsible for final approval of the estimate before it is submitted to EED for processing.

To change any level, use the drop down menu under User Group for each and select the appropriate group
from the list. You can enter a generic name, title or specific name on line above the User Group. NOTE:
You cannot use the same user group at more than one level.

To delete unneeded levels, set the cursor on the name line and click the delete icon on the tool bar.

Make sure you save any changes you make to this screen by using either the File — Save command on the
menu or the Save icon on the toolbar.

To reset the approval levels to the System Defaults, just click in the checkbox for Use System Defaults.

Estimate Approval Process

Generally, the estimate approval process will follow these steps. The estimate will be generated, printed and
reviewed and once the estimate is determined to be correct, the first level approver should indicate estimate
is approved. The estimate will then be forwarded to each subsequent approver for their review and approval
or rejection. Once the estimate has reached the EED level, it will be the responsibility of the last reviewer to
test the estimate for errors in accordance with EED procedures. All errors that are the responsibility of the
district must be resolved before the estimate is released for payment in EED.

It's important to note that, once an estimate has received final level approval, that estimate can not be
changed, deleted or unapproved. For purposes of an audit trail it now stands as “paid” in SiteManager.
That's why it's important to review and seek signoff of estimate prior to the final level of approval.

Generation of Printed Estimate For Comptroller.

Until we modify the SiteManager standard report “Summary to Contractor”, it will be necessary to produce a
printed Estimate similar to the “green bar” estimate that has been used for both District Contract Prototype
(DCP) System and Construction Reporting System (CRS). This printed estimate will be used by the
Comptroller Office to do their review and edits prior to sending it being transmitted to the State Comptroller for
payment. The final level of approval within SiteManager should not be done until notice is received back from
the Comptroller’'s Office that the estimate has been paid. If errors are found by the Comptroller’s Office then
you may need to regenerate the estimate to correct the error. Errors can not be fixed or estimate rerun
once the final level of approval for the estimate has been entered.

The following instructions should be followed in generating this printed estimate.

Instructions:
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Method 1
e Logon to mainframe TSO.

Instructions:

Method 2
e Logon to mainframe TSO.
e At Master Application Menu, choose option 6, Information Management Systems.
e At lInformation Management Systems menu, select ‘TSM'.
e Choose option ‘A’ — SiteManager Pay Estimate.
e Follow instructions for data entry of contract and estimate number.
e After all input data is entered press ‘ENTER’ or ‘PF3’ for job submission screen.
e Enter job submission data and choose printing option.
e Enter ‘'SUB’ on command line and press ENTER.

At TSO ready prompt type ‘TSM'.

Choose option ‘A’ — SiteManager Pay Estimate.

Follow instructions for data entry of contract and estimate number.

After all input data is entered press ‘ENTER’ or ‘PF3’ for job submission screen.
Enter job submission data and choose printing option.

Enter ‘SUB’ on command line and press ENTER.

Choose option ‘Z’ to view job.

Choose option ‘Z’ to view job.

Find below screen prints for method 2 . . .

Method 2 Screen Prints

E_l, Tn3270 - EXTRA! Personal Client

File Edit “iew Tools Seszion Option: Help

DR 8] &B| [fuv 3| %]

| _o || a2|FT|uf] N2

11 APPLICATIONS - 00T Application

)
Enter END or pr PF3 to terminate ISPF {(go to T30 READY prompt).

HELP
o wiew PF key d 1itions, type K oh COMMAMD or OPTION line of any panel.

Connected to host Hhozt0? [1596.75.17 M 09 P

MASTER &PPLICATION MEMU
USERID
TIME
TERMIMNAL
PF KEYS

Engineering Programs and

nlay Ma

- Terminate ISPF using list/log defaults

ar p ain i tion about the available optio
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T Tn3270 - EXTRAI Personal Client

File Edt “iew Toolz Seszion Optonz Help

D@ |d| S| &[Ba] |[n 3R]

||| o/ |FH|al| K2

COMMAND INPUT ===

SELECT: ENMTER 'S’ SELECT FIELD WEXT TO DESIRED
K PF1=HELF END FFY=UP FFS5=D00WMN EMWTER

3YSTEM
SELECT HAME

ROADKAY
RIGHT OF KHaY TROL
TR&FFIC FICATIONS
TRAFFIC
I TRNSPORT RE [(PES,L&S, SM)
TTS TRAIMING J G REPORTING
h NG
ALUE ENGIMEERING REPORTIM
ey kY E: [u] t t am o +' |j a t a b o e
Connected to host Hhostd1 [156.75.17 M LIk F10PM

File Edt “iew Toolz Seszion Optonz Help

D)W & &8 |[x 3% | | o o]l K2

TRMSPORT IMTERFACE TO {PES,LAS,SITEMAMAGER}

OPTION
PRODUCTION - IM3#4 USERID
INTERFACE MEMU OATE

4 - SITEMANAGER PaY ESTIMATE {SITEMAHAGER)
E - ADD-REFR ROJ f
C - ADD-REFR :

- EXIT

Z - IOF {(¥IEW JOEBS

SELECT OPTIOM A4MD PRESS 'ENTER'

LIk 311 P
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-j Tn3270 - EXTRHAI Personal Client

File Edt “iew Toolz Seszion Optonz Help

Dl@e & | | [lo 5% | o#

TRMSPORT IMTERFACES TO (PES,LAS,SITEMANAGER) Row 1 to 2 of 2

COMMAND ===}
& - SITEMANAGER Pa% ESTIMATE
O0GR&M PRINTS THE PAYMEMWT ESTIMATE REPORT FOR COMTRACTOR PAYMEMTS.
UWN &T THE M&IMW DIS OFFICE BY MAIWNTEMANCE AWD COMSTRUCTION.
! MULTIPLE COMTROL CARDS ALLOWED,
¥*ENTER CONTRACT# , ESTIMATE# AMD PRESS EMTER FOR JOB CARD.
PF3 SUBMIT PF4 M&IN MENU PF7 PaGE BA&CE PF3 PAGE FORMWARD
SEL= &4(&00) C{CHAWGE) DO{DELETE) CONTROL CA&RDS. CARD IO = &NY UNIQUE CHARACTERS

TPHIHI
CONTRACT# ESTIMATE#

Connected to host Hhostd1 [156.75.17 MLk F29PM

:—-l TndZ270 - EXTRA! Perzonal Client
File Edit “iew Tools Seszion Option: Help
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JOB CARD INFORMATIONCMANDATORY)
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! PRINT (C
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ENTER SUE OM COMMAND LINE AMD PRESS EMTER KEY TO SUBMIT JOB
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CAP MU 331 PM
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Change Orders, What You Should Know

What FDOT currently calls a Supplemental Agreement or Time Extension are just types of SiteManager
Change Orders. To SiteManager any contract change is called a Change Order. Each of these will be
entered using the Change Order function. There are certain administrative functions that can be addressed
by this function also. Definitions and uses will be described below.

SiteManager allows for developing a contract change, reviewing and approval of contract changes on-line.

In developing a Change Order in SiteManager you will create a header, address item changes, additions or
deletions and/or address contract time issues. When completed, there is a report called the ‘Contract Change
Report’ that can be printed out that represents a summary of the changes. The report, printed out and
combined with the remaining portion of the document is then sent around to all parties for review and
approval. As the change is reviewed each level, the reviewer can accept or reject the change from within SM.
On final approval the status will change from pending, to approved. The approval of change orders can occur
anytime during the estimate cycle and it will not interfere with the estimate process.

Because we are required to track more information pertaining to an SA or Time Extension than what is
allowed in SM, a separate system for tracking this information was developed. This parallel system is called
the Contract Change Tracking System.

Change Order Types And Uses

A Supplemental Agreement is used to increase or decrease existing contract items, add new items and/or
make adjustments to contract time under certain conditions

Unilateral Supplemental Agreement: Covers the same functions as above but used to document and pay
for work or time where we do not have agreement with the contractor on the value of such changes.

Contingency SA: Will be used to add an additional contingency item as the contingency funds encumbered
for the contract are exhausted. Recording actual payments against for work under an Contingency SA will be
done as Line Item Adjustments. Tracking of work orders for actual type of work performed and reasons for
work will continue to be tracked within our Contract Change Tracking System.

Time Extension Agreements: Any agreement reached with the contractor for additional contract time not
documented under any of the following types of extensions.

Weather Days Time Granted: Time allowed for days when weather conditions prevent the contractor from
effectively working on the controlling items of work.

Contingency Work Order/Field SA Time Adjustments: Used to document time granted under either of
these documents.

Movement of ltems Within Contract: This is an administrative function used when work is needed on a
specific project but the pay item for that work does not exist on that project but does exist on another project
within the contract. Use only when the contractor agrees to perform the additional work at the contract unit
price. The basic rule of this function is to reduce the plan quantity on the donor project by one unit and add
that same item with a quantity of one unit to the target project using the same unit price thereby showing a net
change of $0.00. This CO type requires only one level of approval.

It is anticipated that an enhancement to SiteManager will be implemented that will allow us to track and code
all information in SM that we currently track within our Contract Change Tracking System.

Definitions

The following are definitions that are used within the Change Order function of SiteManager.
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Change Order Header — This refers to the definition of the contract change. With this screen
you will associate the change to a contract, change type, reason code and link to either a dispute
or force account. This linking process is not currently in use.

Function — These are predefined within SiteManager to establish what is to be included within a
given change order. The functions defined are Over/Under Run, Extra Work, Time Extension,
Force Account and Final Quantity. Any combinations of these can be done except Final Quantity
can only be done alone and not include any of the other functions.

Change Order Type — The FDOT defined type of contract change. Examples of these might be
Supplemental Agreement, Time Extension or Contingency SA.

Change Order Items — These are items that are included on the Change Order. Change Order
Items can include items that are currently on the contract and these are called “New Change
Order Item”. Change Order can also include items from the Master Pay Item list that are not
currently on he contract and these are referred to as “New Contract Item”.

Change Order Time Adjustment — This is where you would add/delete days from the contract or
possibly alter a contract milestone.

Change Order Explanations — This is where you would provide the various explanations for any
contract changes. This information is printed on the Contract Change report to detail any special
instructions or information for the contract.

Change Order Approval — This is the process in which a change order is distributed through
SiteManager to other users who have been defined to review and approve the change order.

Change Order Approval Level — This refers to the different individuals that have been assigned
to review and approval change orders. Different levels exist for different type of change orders
and combination of functions for a change order.

Forward To — SiteManager allows you to forward the change order to other SiteManager users
for their review while the change order is in Draft mode. This is different than the Change Order
Approval in that reviews can be done concurrently while in the approval it must be done in order.
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Contract Change Orders Getting Started
To begin a Change Order double click the Change Orders icon on the SiteManager Main panel. This will

display the Change Orders panel. Double click the Change Orders Maintenance icon to enter the Change
Orders Maintenance panel. Double click on the Header icon to display the Change Orders Header screen.

E SiteManager Panel

Main Panel T Change Orders(+] ]

%

Contract Daily Wwork Pipeline and Contractor Civil Rightz[+) I aterialz
Adminiztration(+]  Reports(+] Zipl+) Paymentz[+] I anagement(+]

ﬂ SiteManager Panel
Accessoriss(+] System Main Panel T Change Orders[+] T Change Order Maintenancel+) |

Adrinistration(+) I
9 i

L= Feports (CO+) Reference
[+] = e

ﬂ SiteManager Panel
M ain Panel T Change Orders(+] T Change Order Maintenance(+]
W
Change Order  Change Order  Change Order  Item Summary  Signature Page  Change Order
Items Time E xplanations Review /
Adjustments Approve

Tracking
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Required Fields. 1. Tentative Verbal Approval Dates: May be used if it
: applies. Emergency Change Orders may use these
Contract ID: System(key) fields.
ggsglrligggﬁ_r' Sygt;:sr?e(rlzey) 2. Status: Leave Status as Draft until all of the items and
. explanations are entered correctly.

Reason Code: System o o
CO Type: System 3. Description: A short description of the Change Order.
Functions: System 4. Reason Code: Choose reason code from drop down
Override APP FDOT list. Combination is a catch all if multiple reasons apply.
Rules: 5. CO Type: Choose type of change order. The type you

pick is determined by the existing rules set forth for all
Change Orders.

Override Approval Rules:
This is to be selected to
override the default
review/approval rules that had
been created for the given type
of contract, CO Type and CO
Function. See section below
on Change Order Rules and
Overriding Them.

Functions: Function must be
chosen for the type of items in
the Change Order. Every
Function that is applicable to -
the change order must be =i
checked or an error will appear
when entering items. Do not
use the Force Account check
box. If the Force Account box
is checked a force account
number must be associated to
the Change Order. FDOT wiill
not be using the Force Account section of SM at this time due to the fact that it does not match our
specifications. For now if there is a Force Account on the Change Order just treat it as Extra Work. If it is
a "no cost" Change Order, SM still needs to have a function picked. Pick the Overrun/Underrun if the
Change Order is "no cost".

8. Emergency Work: Check if this applies.

9. Force Account: Not used at this time.

10. Reference Doc: Reference documents may be attached.
11. To save information entered, press the Save icon.

[ ansiin seemManager

Fle Sordces Window Help
ORF? DFs T =P
s

Contract ID; [ CO Wumber i

O Cieated by: |
Statux firait appeoval Lewnt |
Description: I
Huasun Lode. |

0 Type: |

Tondativs Vimbial :m—ud Dabms.
[ Federal: {00070 Lacak 00,0000

[

|
=

Hal Combact Aml [I0700

Custant Contract Amt: [§0.00

10 Aumesurdd: i3 10

[Earn " iieat FMADMIN o

Change Order Items Folder

Change Order Item Tab

Required Fields:
Contract ID: System(key)
CO Nbr: System(key)
Change Order Item Description: FDOT
This Change Order:
FDOT
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¥ AASHTO SiteManager

With this tab you will either add or alter quantities
and/or prices for existing pay items on the contract.
The following steps should be followed to work with
existing items.

File Edit Services Window Help

LR ET

'Ehange Diderltem ~  MewContiactltem

ﬂthange Drder Items

Cont ID: [20006 CONbi: J02 Project Nbr: |
Line Item Nbr: l_ Item Code: l—
1. Don't forget the first step is to select New ﬁ::andmplmm DU.,:P
Change Order Item from the Services Menu. -
2. You cannot zero out an item in a change order. Change Ot o Desaiption
Therefore, if you have an item which needs to [ —
Buantity Amount

be considered a "no cost" change, you must
zero out the original item and add a new
change order item, using the New Contract
Item folder tab, to the contract. Use the same

Contract Bid: 0000 This item is sub-contracted
Approved Change Order: W l—
Current Contract: W |—$UUU
Pending Change Order: lw |—$DDD

This Change Order: 0.000

[~ Force Account ltem

item code, description, quantity and price for
the item you are changing. You will have to
include reasons for both of these items in the
Line Item Explanations.

3. Change Order Item Description: This is the description that shows up on the explanations window,
if you do not enter something here the explanations window will just have the item and line numbers
for each change order item with no description.

4. This Change Order Quantity: The quantity of the change, not the new plan quantity as it was in the
past. Enter underruns as negative amounts.

5. Click on the Save icon to save the information.
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With this tab, you will be able to add items to the contract that
does not already exist as part of the contract. Remember that
any item added to the contract must be a valid item from the
Master Pay Item List. We are not able to create pseudo
numbers for contract changes as we currently do in CRS.
Contingent items and other miscellaneous items will be added to
the Master Pay Item list to accommodate where an existing item

Required Fields:
Contract ID: System(key)
Change Order Nbr: System(key)
Line Item Number: System
Category Number: System
Project Nbr: System
Item Code: System
Unit Price: System

doesn’t work.

Select New icon from the toolbar and then select New Contract Item tab.

1. Line ltem Nbr: These must be unique
numbers for the contract. You should
review the existing Line Item Numbers.
The sorting of the contract items on the
Estimate Summary is dependent upon the
Line Item Numbers used. If you wish it to
be directly underneath a certain contract
item then the Line Item Number should be
one greater than that of the existing
contract item.

2. Project Nbr: The project number that the
new item applies to.

3. Item Code: If you already know the item
number you want to add then you can type
it in this field or you can use the search
lens to locate the appropriate item from the
Master Pay Item list.

P AASHTO SiteManager

File Edit Services Window Help

IDEEZE s O]

Change Order ltem " Mew Contract ltem

20006 Change Order Nbr: 002

Contract ID:

E[:hange Order Items

Line ltem Nbr: | | Category Nbr: I Project Hbr: -
Item Code: l— Units Type: l— Spec Year: l—

Description: [

Maijor ltem: [

Unit Price: I $.00000
Proposal Line Mbr:

Criticak [~

Supplemental Descriptions:

Status Type:

Specialty: [

Related Item: I VI

Pay Plan Qty: [~

4. Major Item, Specialty: Check if they
apply.
5. Unit Price: Unit price for the item.
6. Related Item: This list is not populated so this field will not be used at this time.
7. Critical: Check if this is a critical item.
8.

amount.

Pay Plan Qty: If this box is checked it will not be possible to overrun this item above this Change Order

9. Supplemental Descriptions: Short description for the item.

10. Category Number: This is how funding is assigned to the items added by this Change Order. Use the

drop down menu to select the proper a Category Number.

11. Now go back to the Change Order Item tab and enter this for this new item in the This Change Order

field under Quantity.

12. Press the Save icon to save the information.

Change Order Time Adjustments

Required Fields:

Contract ID: System(key)
Change Order Nbr: System(key)
Time Adjustment Days: System

If the Change Order that you are entering included the
Function — Time Adjustment, then you will be able to enter
the Time Adjustment functions.

Time Adjustments for our Working Day contracts will be adjusted by entering the number of days that contract
is to be adjusted because of extra work being added to the contract or adjustment of time for valid reasons as
per the contract specifications and FDOT procedures. The number of days should be entered in the field

Time Adjustment Days.
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FHAASHTO SiteManages

Bl Edl Wtk

Adjusted Completion Date will not be entered mREY DSSId

P Change Order 1 Aadpastmants

and will be calculated based on the Notice to
Proceed Date and original number of contract
days.

If adjustments are being made for a contract comact10: " Change Oidertbe. [T
milestone you should check the For Milestone e e e
button and also pick from the drop down menu E o

the sequence number of the appropriate — e

Milestone being adjusted.

[P — At omphution Uit (1170070

The Milestone or Contract Completion button £ oMb 0 =1 Eo G

should be checked if the adjustment is for the i -
contract overall and not specific to a given =
Milestone.

The Explanation field can be used to provide information as to the reason and description for this Time
Adjustment.

Change Order Explanations

As was discussed earlier, SiteManager
does not provide a means to enter all of the [El= Edt Window Helo

information related to a contract change m&E? 0SS d]

that FDOT currently requires to be entered
into our Contract Change Tracking System, | fertect b= it G DO LT T [ T

Until we have these features added to [Generat Change order Explanations =l

SiteManager, we will continue to enter
information in our Contract Change
Tracking System for all contract changes
done in SiteManager.

Seq. Nbi. |Std CO Expl ID Type Date Applied

< | =
However, SiteManager does provide a [ Pick St Exp. ID or Enter Text Belaw

means to enter explanations for contract [ =
changes that can be used for documenting
any information that should be included as
part of the actual Contract Change o
documentation. These explanations can
be made at the Change Order level, at the
Change Order Item level or applied to all Change Order Items. Explanations can be chosen from a list of
standard explanations from a menu or you can type your own code and explanation that will be saved for use
on other Change Orders.

The following are brief instructions on how to enter these explanations if you wish to use this function.

1. Change Order explanations should be assigned to specific line items. (Hint: from the drop down list,
select "Explanations Applied to Specific Items"). An explanation to a specific line item must be associated
with an item before it can be saved with a sequence number.

2. The explanation must begin with the following: Sequence Number - Overrun or Underrun: Reason. For
example: Seq. No. 1 - Overrun: Begin typing the reason....

3. If you have a new item on your change order, place the "Settlement of Costs" statement at the beginning
of the reason, immediately following the item description. For example: Seq. No. 1 -Overrun; Settlement
of Costs based on the agreed price of $10.00 per Linear Foot. Begin typing the reason....

Page 66 April 2007



Florida Department of Transportation
Trns*port SiteManager

Change Order Tracking

SiteManager provides a method to have
Change Orders either reviewed on line as
well as approved on line by other
SiteManager users. This function allows you
to track the current status of any Change
Order, which you have authority to see.

Upon entering this screen the Change Order
Header tab will be displayed. The second
tab on the window will display current
information related to status of either the
review or approval of Change Order.

On the CO Tracking List the following
information is displayed.

1. Sent Date: This is the date that the
Change Order was sent for action by
user.

2. Name: The name of user that was
requested to take action on Change
Order.

3. Action: The action either requested for
the Change Order by the user or the
action completed by the user. If Change
Order sent for Review then action would
be Review and if for approval then the
action would be Approval.

4. Date: Date the user enter action taken
on the Change Order.

5. Recommendation: The
recommendation that user gave either
after review or approval.
Recommendation could be Approved or
Denied.

6. Remarks: Any comments that user

made during their review and/or approval.

Saving Change Order

User’'s Handbook

Change Order Management Function

| |r—— [ra—— Y oo ke
L‘ C e - - Vot RN et R
At by s = -

T e et e BT
[
O s

] =

1] b b

i-—. [r——

—_— e LEE O

FAAASHTO SiteManager

File  indow Help
=01

CO Header " CO Tracking List

20006 Change Order Nbr: IDU2

Date

Contract |D:

Hecom- Remarks

mendation

Sent | Hame Achion

Date

To save the change order and get it on its way in the approval cycle, return to the Header window and change
status from draft to pending, then press the Save icon on the toolbar. This will display the Change Order
Approval Level window. Then designate the people you want as the approval level. The first two approval
levels are Contractor and Change Order Level Approval Level 1. This was done because the actual
personnel that have the responsibility for the respective levels is different for different offices.

Change Order Review/Approve

If you had been requested to review a Change Order for approval then double clicking this icon you will be
presented a list of contracts and Change Orders that are awaiting your review. Upon selecting your contract
and Change Order, a screen that will allow you to record your actions and comments related to the Change
Order. Upon saving your recommendations and comments, a message will be sent either to the user who
requested your review or it will be sent to the next person in line for approval to let them know that they

require action.
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Deleting a Change Order

To delete a Change Order the explanations and items must be deleted before the header information can be
deleted. A Change Order, which has been approved, cannot be deleted.

Saving a PSR

SiteManager updates the header information of reports each time an estimate is ran. SiteManager does not
automatically save a report when you close it. So if you generate a report on a certain date and do not save
it, the next time that you generate that report the header information will be for the date that it is generated.
Conclusion: If you want a Change Order, Estimate Summary to Contractor or any other SiteManager report
to have the header information reflect the contract status at the time the report was first made correctly you
must save the report as a PSR (previously saved report). If this is done the header will correctly reflect the
contract information at the time of the report.

Change Order Example — No Additional Cost Change Order

To enter a Zero Dollar Change Order that £5 Bt Hecisn Mivn [

deletes one item and replaces it with another [PEEa DS 560

item you will need to have 2 Change Order
ltems. The first item will be to zero out the R

quantities on the existing item and the second Cont ID: [20005 CONBr 004 Proiect N |

CO Item will be to add the new item, with the tn"|£ ot P ——

same quantity and the same unit price. To do Item and Supplemental Descriptins:

this you must first enter the CO Header
Information as described in the instructions
above.

Change Order Item Description:

Quantity Amount

From the CO Header window menu select Bt B | Y|
. . . . Al d Ch; Order: 0.000
Services —CO Items . This will display the e et Comtiact : mml -
Change Order Items window shown on the Pending Change Dirder: | i | T
nght This Change Order: | 0.000 | [~ Force Account Item

The first tab, Change Order Items on this

window should be highlighted if it is not,
then just click your mouse on the tab and ostect

it will be selected. ’?CU”“‘“”W |

Once the first tab has been selected,
from the menu, select Services New CO Find: |
Item. You will be presented a list of pay [ Gt s
items that exist on the contract. Select (Fraerst (i
the one that you wish to zero and when it

Item Code

Description

7 0100 (o101 1 MOBILIZATION
T2040-837F

has been highlighted you can either 0331 2 ASPH CONG TYPE 5
double click your mouse or press OK. 72040-8377 0500|0700 40 1 SIGN SINGLE POST [LESS THAN
This will move the information to the 72040-8377 0B00 D711 BE1 TRAFFIC STRIPE SOLID  THERMOPLASTH

-

upper portion of the Change Order
Items window under the Change Order

Iltems tab. 0K | Cancell
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Now you can enter the information on the lower portion of the screen to complete this new CO Item.

1. Enter a Change Order Item Description

FIAASHTO SiteManager [_TO[x]
such as “ltem removed to reflect new Ele Edi Services Window Help
specifications”. ERE? Dy @0
2. Enter the quantity of the item that is (B Change Order ltems Bil=| E3
. © Change Order Item ~ Mew Contract ltem
represented by this change. In our example,
we have 18 as the Current Contract Cont ID: [20006 CONbr [0 Praject Nbr: [72040.8377
. . . ine ltem - em Code: I—
quantity, which is the same as the Contract |, e "3 Mo
Bid quantity. In our example —18.000 has e xSt Bt
been entered as the This Change Order e SIS B (I WA e
quant!ty. Th|§ will have the effect of zeroing ||, 0 ion
OUt thIS q Uantlty. |tem Removed to Reflect New Specifications
3. Once this has been entered click the Save BErtly AT
H . Contract Bid: | 18,000 | $4.140.00
icon on the toolbar or use File Save from the e | | o
menu. Current Contract: | 18.000 | $4,140.00
Pending Change Drder: | a0 | $0.00
You've just entered the first of two CO items for Thi Change Order: | e e
this change order. Note: The screen displays
all information related to the item that we were
. . . [Ready [Server [PROD [SMADMIN  [CNgE21]
just working with. To add the second CO Item,
the new item to replace the one we've just
zeroed out, click on the New icon or from the B3 2ASHTO SiteManager [_[Olx]
. . . File Edit Services ‘window Help
menu select File New. This will blank out all mEr? DEsy @
information on the Change Order Item tab. T Chonge Order ltams N
When you have added this new CO item, click ON | change oider ttem = Tion Comtaiiiom
the New Contract Items tab. The screen shown
to the lower right will be displaved Cont ID: 70006 CONbe[I08 Praject Nbr: [720308377
g p y . Line Item Nbr: W Item Code: IW
Unit: ESSEMBLY Unit Price: |$230.DUDDU

Item and Supplemental Descrptions:

Information you need to have on hand in order to

[SIGN SINGLE POST [LESS THAN 12)

be ready to add a new item is:

Change Order Item Description:

1. Project Nbr: This is the FDOT Financial ftem Removed to Reflect Hew Spesficalion:.
Project ID for which the item is to be added. e
The dropdown menu on the screen will only || approved Change order: | i | |
show those Financial Project ID’s for the Bt Gt | I | SAlE000
. . Pending Change Order: | U.DDD| $0.00
antraCt selected on which you are addlng This Change Order: | -18.000 | $-4,140.00 [~ Force Account Item
this Change Order. In our example the
project number is 72040-8377.
2. Category Nbr: This is the grouping of pay [ Fowe— FAO0 EWADHT [N
items where this item will be located. One
source for this information is from the Item FASHTO SicManager 5]
Quantity Report (Al Statuses) from the R e e T
Contract Administration Reports panel. T Chomg Orde tems EED
Since the old item was in category 200 Signing [ Seemstetien — semGisien
and Markings we've selected that for our e pera) A IR
example. s bl sl S
3. Lineltem Nbr: This is the unique number that
will be assigned to the pay item that is being e PG
added. This number designates the sort order e

where the pay item will be displayed in the
estimates report as well as other listings of pay
item numbers in SiteManager. From the same
report as described in item 2 above, you could
find the line item number for the item that this
one relates to and use a number that would
make it follow that item. From this report we

April 2007

Contract Bid: [ [ —
Appeoved Change Oider: [ uws

This Change Dider: OUZCI

tﬂm

™ Foroe Avcount llsm

Fady

Berver EST EXGEOMIN f=dEchl
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find that the line item number for the item deleted was 0500 we’ve made ours to be 0505 so that it will
always be located next to the one we deleted.

4. Item Code: This is the FDOT pay item number you wish to add. Because the Department’s standard
pay item list is so large you would not want to take the time to display the entire list with Search lens
while on this field. It is best to type the pay item number directly in this field. In our example we input
0700 40 2 as the Item Code.

5. Unit Price: This is the appropriate unit price for the item being added. We set our unit price the same as
the item deleted which was $230.000.

All of the other fields are optional and not required to

. . Eile Edit Services ‘Window Help
be used at this time. = N =]

El:hange Order Items H=1E
Now that you have entered the information for the ~ThengeDioeilem | New Cantract ltem
Item Code to be added as the second Change Order | coueain FE " Change Ouder it [T
Item, you now need to go back to the Change Order
Item tab to enter the quantity. In our example we've Line tem Nbr. [F505— Category Nbr:[200 ] - Projector: [raoio o577 <]
entered 18.000 to match the item that was deleted. I
Description: |SIGN SIMGLE POST (12 - 25]
Major ltem: [ Specialty: [~ Status Type: [
To save the changes click on the Save icon on the Unit Price: [ 230000000
toolbar or use File Save from the menu. Puoposal Line Hbr- [~ Relatedltem: [ =]
Critical: [~ Pay Plan Qty: [
Supplemental Descriptions:
|
|
[Ready [Senver [PROD” [5MaDMIN - [CHs821
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Stockpiled Materials: Getting Started

Required Fields: So, you want to create some Stockpiled Materials? Here's a quick
] q : reference on what steps to take:
Stockpiled Desc: System
Invoice Number: System Note: The requirements for Partial Payment For Delivery Of
Quantity: System Certain Materials as specified in Section 9-6 of the Standard
Units: - System Specifications and Chapter 3, section 1 of CPAM shall remain in
Unit Price: System effect.

Note: This function is very difficult to employ on lump sum items, as well as lump sum and design-
build contracts due, primarily, to the difficulty in coming up with a proper conversion factor. It is
recommended that these stockpiles be monitored outside SM and the adjustments manually entered.

From the Main Panel select Contract Administration then Contract Records then Stockpiled Materials.

¥4 siteManager Panel
Main Panel I Contract Administration(+] ]
ct Draily wfork. Fipeline and Contractor Change Civil Rightz[+] b aterialz
Reportz(+] Zip[+) Payments(+) Orders(+) I anagement(+]
5 SiteManager Panel
bdain Fanel T Contract Admini ion{+] T Contract Records(+] |
Accessories(+] System ?
Adminiztration(+] m
&
Reference Contractor Reports [Ch+)
Tables(Ca+] M anagement(+]

P SiteManager Panel

I ain Fanel T Contract Adminigtration]+] T Contract Records(+]

. i T

o & H = P
Contracts Iilestones Frojects Categories Items Contract Contract

Funding Autharity
& = i &
. 3.
Kep Dates Checklizt Checklist Event Permitz Cormespondence Flan
S cheduled Dates Log Dizcrepancies
Ewents
Force Accounts Design Disputes/Claims D55 Contracts

Evaluation

Before adding any data, you must determine the following:

Which Line Items in the Contract include the invoiced material. It is possible to have various material
components included on the invoice that affects separate Line Items in the Contract.

How much of the total invoiced material quantity to allocate to each item.
What the conversion factor for each Stockpiled Material should be. It needs to be determined how many units

of the stockpiled item are in one unit of the line item. If the unit for the line item and the unit for the stockpiled
material are the same, the conversion factor would equal one.
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If an initial payment amount is due, which Contract Line Items pay this amount?

Getting Started

To get started, select your contract and item for the material. From the Services menu, select Choose Keys.

I AASHTO SiteManager

b B saves e GHb 1. Matl Code: Will not be used at
P2 DS M this time.
.
=tk 2. Stockpiled Desc: Must be
Contract ID: o007 Project Nbr: 234554321 Catg Nbr: 3100 Line Itm Nbr: 310 entered manually.
Units: ION Unit Price: [100 Bid Quantity: 5000 3 Status: Populated

Item Description:

lASF'HALT PAVEMENT MISCELLANEOUS .
automatically and means

4. Open = stockpiled material has

Matl Code: | Stockpiled Desc: lStUckpile close-out test Status: Iapen X i
Date lumber Quantty  Units Unit Price been or is being added, but an
B [+ fo.oo0— [Ton o [ R estimate including this material
C or Conv Unit Price  Invoice Amt  Initial Invoice Paypment  Matl Sn Replenish Sn has not been generated .
100000 [$10.00000 [$100.00000°  [$100.00 2 o
Remaining Oty Installed Oty To Date Paid To Date 5 ACt'Ve = StOCka|ed matel’la|
0 foao fi.00 has been locked by an

estimate.
6. Closed = stockpiled material

10.
11.
12.
13.

14.
15.

16.
17.

18.

19.

20.
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has been zeroed out.
Invoice Date: Enter the date of Invoice.
Invoice Number: Enter the Invoice Number.
Quantity: Enter the quantity of the material for the item the invoice represents.

Units: Units of the Stockpiled Materials (ea, sf, cm, etc.). Select proper units from the drop down
list.

Unit Price: Invoice unit price, including tax. Calculate this amount: (total invoice amount of the
item) x tax rate (if applicable) = X. X / total invoice units = Unit Price.

Conv Factor: Must be calculated by the user. The user needs to determine how many units of
the Stockpiled Material item is in one unit of the Contract Line Item. If the unit for the line item and
the unit for the stockpiled material are the same, the conversion factor would equal one.

Conversion Unit Price: Populated automatically and equals (Conversion Factor) x (Unit Price).
Invoice Amount: Populated automatically and equals (Quantity) x (Unit Price).

Initial Invoice Payment: This is required and must be entered by the user. Enter the calculated
initial payment for the stockpiled material. This will be the initial payment on the estimate. This
payment must be equal to or less than the calculated Invoice Amount. We have seen problems
when there is a difference between the two. All rules set forth in Section 9-6 governing
partial payments will be complied with in calculating the initial payment.

Remaining Quantity: Populated automatically and equals (Quantity) - (Installed Qty to Date).

Installed Qty to Date: Populated automatically and equals (Paid Line ltem Amount) x
(Conversion Factor).

Paid To Date: Appears to be the Stockpiled Materials Initial Payment. Once the estimate is
generated, the Stockpiled Materials become active and the amounts are updated. The user
cannot change any of the fields at this point. Once the estimate has been approved, the
Stockpiled Materials associated with the estimate cannot be changed, other than to zero the
guantity. Closing out a stockpile will be discussed below.

Material Sn: Material sequence number assigned automatically to different materials added to
the same pay item.

Replenish Sn: Replenishment sequence number assigned automatically when replenishments
are made to an existing stockpile.
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Replenishing a Stockpile

When additional material is delivered for use on the project payment for this material can be made by adding
to (replenishing) an already created stockpile.

Follow these steps to replenish a stockpile:

Go to the Stockpiled Materials screen.

Click on the Open icon.

Select the stockpile where the material is to be added.
Select the services menu.

Select Replenish Material. This will allow you to add additional materials that will appear as a
new stockpile with an incremented Replenish Serial Number.

akrwnhpE

Closing Out Stockpile Material Balances:

If there is a remaining balance in a stockpile when the pay item is complete the stockpile must be manually
closed out. When you manually close out a stockpile material balance, SiteManager zeros the remaining
guantity and the remaining dollar value of the initial payment, if any.

Follow these steps to manually close out a stockpile:

Go to the Stockpiled Materials screen.

Click on the Open icon.

Select the stockpile or stockpiles that represent the completed pay item.
From the Services Menu, select Close Out Balance.

A

Payment Process For Stockpiled Materials

The stockpile created in the example below would show an Initial Payment of $100.00 under Stockpiled
Materials on the estimate summary if no payment is made toward the line item for which it was created.

FJAASHTO SiteManager

File Edt Services Window Help
DY DS e g E
E Stockpiled Materials

If payment is made on the line item at
the same time as the Initial Payment is
made then the Stockpiled Materials

payment will be reduced down by the Contract ID: 10001 Project Nbr: [1234554321a  Catg Mbr: [1100 Line Itm Nbr: fio10
amount of the stockpile represented by Units: oM UnitPrice: [0 Bid Quantiyy: [EO00
the line item. Item Description:  [ASPHALT PAVEMENT MISCELLANEOUS
i Item quantity payment of 2 MaH Code: | Stockpiled Desc: [Stockpile close-out test Status: [Open
tons($20000) + $10000 Initial Invoice Date Invoice Humber Quantity Units Unit Price
Payment for Stockpiled Materials Less &= = oo TN =| Jrooomo

. Conv Factor  Conv Unit Price  Invoice Amt  Initial Invoice Payment  Matl Sn  Replenish Sn
pay down of stockpile of - $10.00 ( 0.5 [t-oo0a [§70. 00000 [foooomon - [s1o0.00 -
tons Of StOCkpiIe per | ton of pay Item = Remaining Oty  Installed Qty To Date Paid To Date
1 ton(stockpile) X $10.00 (Conversion jluiem om0 foo
Unit Price). Equals a net payment for
the estimate of $290.00

All future line item payments will reduce the Initial Payment for Stockpiled Materials in accordance with the

conversion factor used until pay quantities exceed the remaining balance shown for that stockpile.
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SPECIAL PROBLEMS RELATED TO STOCKPILED MATERIALS

There are a couple of situations where the pay down feature creates an erroneous reduction in the stockpile
initial payment.

Those are:

1. The contractor installs material on the job from off project sources in the same pay period without
drawing from the existing stockpile. Example: There is an existing stockpile for 1,000 LF of guardrail
but the contractor places 100 LF of newly ordered guardrail.

2. The contractor stockpiles material for part of a pay item then constructs other parts of the pay item in

the same pay period. Example: The contractor stockpiles mast arms for traffic signals and has his
subcontractor install footings at the same time.

When these situation, occur the only option is to create an additional stockpile that represents the dollar value
of the installed work that did not come from existing stockpiles.

The additional stockpile should be done as a replenishment to the stockpile that you do not wish to draw from.
The amount of the stockpile initial payment on the replenishment should be equal to the amount that would be
drawn from the stockpile by the quantity you wish to pay for on the estimate. Consider the invoice price and

the conversion factor in calculating what the reduction would be

This will allow stockpiles to remain at their full value until material installed is actually drawn from any real
stockpile.
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Note: Currently we are using this process to track Value Added(Warranteed) project features. Future uses
will follow the same basic instructions.

TRACKING CONTRACT VALUE ADDED FEATURES

NOTE: The responsibility for performing the functions detailed below will be determined by the District
Construction Engineer except for those specifically designated as the responsibility of the District Final
Estimates Manager.

NOTE: THESE INSTRUCTIONS APPLY TO ALL CONTRACTS, THOSE WHERE THE SPECIFICATIONS
ARE A PART OF THE ORIGINAL CONTRACT, AS WELL AS WARRANTIES ADDED BY A FIELD
SUPPLEMENTAL AGREEMENT AS THE RESULT OF SOME DEFICIENCY IN THE WORK PERFORMED
BY THE CONTRACTOR.

On contracts that have Value Added features, the normal processes for accepting the work will be followed.

At the same time the “Final Acceptance” is entered in SiteManager, the “Under Warranty” date should be
entered also. This will be done using the “Key Dates” feature.

A Checklist Scheduled Event will be established for each Value Added Feature as reminder dates at the
intervals appropriate for the item or items in the contract.

SiteManager requires entering a recipient or a distribution list and to satisfy this requirement you should enter
an appropriate person’s name of your choice. This natification is only done within SiteManager mail system
and currently doesn't interface with Lotus Notes. A separate process will be used through Lotus Notes to
notify the appropriate District Value Added Coordinator as to events that require their attention. It will then be
the responsibility of the Value Added Coordinator to enter the actual events dates for each of the Value
Added Feature event reminders entered as “Checklist Events”.

Creating a Value Added Feature Checklist Event

From the SiteManager Main Menu panel select <Contract Administration> and then from the Contract
Administration Menu panel select <Contract Records> then from the Contracts Record Menu panel select

<Checklist Schedule Events>.

Main Panel Contract Administration+] ]

@II&@@EX

Daily "wark Pipeline and Contractor Change Civil Rights[+] M aterials
& Feports(+) Zip[+] Payments(+] Orders(+] tanagement(+]

@ ﬂ SiteManager Panel [x]
Aocessories(+) System Main Panel |7 Contract Admini I Contract Records(+) |
Administration(+] i ﬁ ‘

Reference
Tables(Ch+)

Contractar Feports [CA+]  Process List
Il 1 anagement(+]

E SiteM anager Panel m

M ain Panel T Contract Administration(+] T Contract Records(+]

¥ & & 9 7

Caontracts Milestones Projects Cateqgories Iterns Contract Contract

Funding Authority
= il &
i) T
Key Dates

Checklist Event Permnits Carrespondence Plan Stockpiled

Dates Log Discrepancies M aterials
Force ficcounts Design Dizputes/Claims D55 Contracts

Evaluation
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Checklist Scheduled Events and

F AASHTO SiteManager ==

File Edit Services: Window Help

| IEEE D@ gl

™ Checklist Scheduled Events =[=1E

Contract 1D: IE 419
E vent Frequency Event Group Mext Proj Mbr of
Type Type Type Date Occinc
Traffic Markingz-Sect. 707 Annually Project Feature YW amanty E vent 07/20/04 2

Annually

Agzphalt Pavement-Sect. 338

Project Feature Warranty Event

07A13/04

Ewent Type: |Traffic Markings-Sect. 07

d Event Group Type: |F'ru:uieu:t Feature ‘W arranty Event =]

Frequency Type: |.-'1".nnuaII_I.J

Mext Proj Dale:l 07/20/04

Mbr of Occurrences: |2

j Event Day: I Milestone No: I vI

[T Required to Activate
[ Discrepancy

Required Doc Type: | Spaces

=l [ Estemal Indicator

Diztribution List: | Recipient: Ic:nEIEEii
Mezzage Text: |Eu:untrac:tur'3 evaluation due.
|Feady |Server [SSTE |SMaDMIM  [cn982ii

The following are definitions of fields on this screen and are the only fields that are required to be entered.

Event Type
Event Group Type
Frequency Type

Select one of the Value Added features types from the list.
Select the “Project Feature Warranty Event”

For the Value Added feature select the appropriate

frequency at which some action during the Value Added
period is to take place.

Example:

1. Say you have a 1 year Value Added period but you want
to have an inspection every 3 months. The “Frequency
Type” would be Quarterly and “Nbr of Occurrences would be
4. This would then create a Value Added period of 1 year (4
occurrences times Quarterly).

2. Say you have a 5 year Value Added period and you want
to have an inspection each year. The “Frequency Type”
would be Yearly and “Nbr of Occurrences would be 5. This
would then create a Value Added period of 5 years (1
occurrence for 5 times ).
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Next Proj Date: This is the date at which the first period identified in the
Frequency Type will conclude.
Example:

1. From above, say the start of the first Quarterly period was
1/1/04 then the end of the first period would be projected as
4/1/04 (Start date plus 3 months).

2. From above, say the start of the first Yearly period was
1/1/04 then the end of the first period would be projected

1/1/05.
Nbr of This is the number of periods identified for the Frequency
Occurrences: Type entered. See examples above.
Recipient SiteManager Userid of person that “Message Text” will be

sent too. Either enter the Project Manager or the District
Value Added Coordinator’s Userid.

Message Text Short message to tell them what activity is to happen at end
of each period. Example “Value Added Feature Inspection
Required”

All of the other items on the screen are not to be used for Value Added Features.
You will enter just one “Checklist Event” for each of the Value Added Features for this contract.

Once you have entered the information be sure that you have saved the information before you leave the
screen.
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Checklist Event Dates

Recording Actions Taken for Each Value Added Feature

When the Value Added Feature “Checklist Event” occurs, the actual date at which the individual period was
completed and the result of the event will be entered on the “screen”. There is no need to enter anything on
this screen until the “Next Proj. Date” event has occurred.

From the Contract Records Menu panel, shown on previously select <Checklist Event Dates> to display the
following screen for entering the actual date that an event occurred.

M AASHTO SiteManager =2 =]
Fil= Edt Services “Window Help

Il EE D gd

™ Checklist Event Dates =[=1E3
Contract 1D: IE 419
Ewent Frequency Ewent Group Mext Proj| Mbr of | Required | Discr
Type Type Type Date |Occrnc/to Activate Ind
Azphalt Pavement-Sect. 338 Anrually Project Feature " amanty Event 07137404 4 i M

Traffic Markings-Sect. 707 Annually Project Feature Waranty Event 07 /20/04

Projected Date | Actual Date Comments

07420403 07/25/03 End af W arranty Year 1

| Ready [Server |SYSTE [SMADMIN - |cn382i

Please note that each time you enter an “Actual Date” when an “event” occurred the “Next Proje Date” field
will be automatically calculated for you based on the “Frequency Type” and the “Nbr of Occurrences” as
defined on the “Checklist Event” screen.

To enter an “Actual Date” for an event that has now occurred, highlight the lower portion of the screen and
then press the “New” icon from the toolbar or select File-New from the menu. This will create a blank record
that has the “Projected Date” filled out for you. Enter the “Actual Date” and any “Comments” you wish to
make about the event such as “Value Added Inspection Completed”, “Contractor was notified of Remedial
Action”, etc. Note: Comment field is 60 characters long.

Once you say the “Actual Date” and “Comments” that are entered the “Next Proj Date” and “Nbr of
Occurrences” will be changed to indicate when next event is to occur and how many events remain..
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Key Dates: Getting Started

The Key Dates function contains additional important contract dates that are not included on the Ciritical
Dates Tab covered in the Contracts Activation section of this manual. SiteManager will add a set of default
Key Dates to each contract and others may be entered on an as-needed basis to fit the circumstances of the
individual contract. Those dates that will not be needed may be deleted.

The default Key Dates are as follows:

1. Time Began Date: The date of beginning of time charges.
2. Final Acceptance Date: The date of final acceptance of the contract work by FDOT.

3. Material Certification Date: The date the Materials Certification is issued by the State Materials
Office.

4. Offer of Final Payment Date: Date that the offer of final payment (or request for overpayment) was
sent to the contractor.

5. Receipt of Offer of Final Payment: The date the offer of final payment (or request for refund of
overpayment was received by the contractor.

6. Passed Date: The date that the contract was sent to the Comptroller for closeout.
7. Paid Off Date: The date the final payment on the contract was made.
8. Under Warranty: The date the warranty period begins until the projected end date.

To access the Key Dates function select the Contracts Administration icon on the SiteManager Main
Panel then select the Contract Records icon then select the Key Dates icon.

ESileManagel Panel <]
Main Panel T Contract Administration(+] ]
B 5 4 ©@ o R
SN i
= Daily Yfork Fipeline and Contractar Change Civil Rights[+] b aterials
t: Kd] Reports+] Zipl+] FPayments[+] Orders[+] Management[+]
ESileManagel Panel
Main Panel | Contract Administration(+) |, Contract Records(+) |
Accessones(+] Syatem
Administration m mJ Er?
Reference Contractor Reports [Ca+]
T ables[Ca+] M anagement(+]
ESileManagel Panel
tdain Panel T Contract Administration(+] T Contract Records[+]
4 Mijgstane =

& @ 9 9 7
Contracts Milestones Projects Categories Items Contract Contract
Funding Authority

&5 = T

i o lig
KeyDates Checklist Checklizt Event Perrmits Comespondence Plan Stockpiled
Scheduled Dates Log Discrepancies M aterials

Events

Force Accounts Diesign Dizputes/Claims ['55 Contracts
Evaluation

z| &

Once selected, the following screen will appear. If you haven't selected a contract in some other window prior
to opening this window, all of the fields will be blank. If the screen is blank (that is no keys have been
selected) then select File from the Menu — then select Open. Locate the contract you want to work with and
then press OK. You could also use the Open icon from the toolbar.
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Note: You will only see contracts that you have authority to access.

FIAASHTO SiteManager HE E
File Edit ‘Window Help
- - mEE? s d
Required Fields: Fites boes ==
Contract ID: System B
Key Date Type: (key) Ker Date Troe "’ _ ' & hatvare | to Emaliae
Projected Date: System
Required to Activate System
OR
Required to Finalize FDOT
Distribution list
Key Date Type: m
OR SyStem Projected Date: [10/00/00 I Required to Activate
F . Actual Date: |00/00/00 I Redquired to Finalize
Recipient: ey e
Message Text FDOT Mossage Text |
Ready [Bemver [FROD. [EMADMIN - [eSEsks

To schedule a Key Date:

In the Key Dates list box, select the Key Date Type desired. In the Projected Date field, type the date the
key date event is expected to be completed. Press the Tab key.

If this Key Date must occur before the Contract status can be changed to Active, click the Required to
Activate check box. If this Key Date is to be part of the Contract finalization process, click the Required to
Finalize check box. Press the Tab key.

In the Distribution List field, perform a Search and select a Group ID. OR in the Recipient field, perform a
Search and select a User ID. Press the Tab key.

In the Message field, type a short notice that will be sent to the Distribution List or Recipient when the Actual
Date is entered. Click the Save button. NOTE: When the projected date passes without the Actual Date
being entered a message is sent to the Distribution List or Recipient entered when the projected date was
entered.

Tip: The Key Date Type field cannot be modified on a saved record. To change the Key Date Type, delete
the old record and add a new one.

To enter the Actual Date of a Key Date:

In the Key Dates list box, scroll to and click the Key Date. In the Actual Date field, with the cursor in the first
space, type the date that the event occurred. Click the Save button.

To delete a Key Date:

In the Key Dates list box, scroll to and click the Key Date to delete. Click the Delete button. Click the Yes
button (to confirm deletion). Click the Save button.
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To Create A New Key Date:

On the Key Dates panel, click in the top area of the screen to place the focus in that area. Click the New
button to insert a blank row in the top data window for the new Key Date.

In the Key Date Type drop-down list, click the expand arrow to the right of the current selection and select a
Key Date Type you wish to add. Press the Tab key.

In the Projected Date field, with the cursor in the first space, type the date the key date event is expected to
be completed. Press the Tab key.

If this Key Date must occur before the Contract status can be changed to Active, click the Required to
Activate check box. If this Key Date is to be part of the Contract finalization process, click the Required to
Finalize check box. Press the Tab key.

In the Distribution List field, perform a Search and select a Group ID. OR in the Recipient field, perform a
Search and select a User ID. Press the Tab key.

In the Message field, type a short notice that will be sent to the Distribution List or Recipient when the Actual
Date is entered. Click the Save button.
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Contractor Evaluation Getting Started

E SiteManager Panel
Main Panel T Contract Administration(+] ]
&
./i A
= 5T
[Craily ‘wiark. Pipeline and Contractor Change Civil Rights[+] M aterialz
Feports(+] Zip[+] Payments(+) Orders(+] 4 anagement(+]
6/5 : I ﬂSiteM anager Panel
Aoeessories(+] Stem i Panel T Contract Administration[+] T Contractor Management(+] |
Adrniriztration]+] ==
i @ B
Reference Contract fl Feports [CA+]
T ables(Ca+] Fecords(+]
P siteManager Panel
tain Panel T Contract Administration(+] T Contractor Management{+]
5 I
g N $ B

Conztruction Frogresz Subcontracts Contractor Document Contractor
Conference Schedule Paurallz Subrnizzion Paprall Load
D ocument

Submigsion

Review

To enter a contractor grade from the Main Panel select the Contract Administration panel. Select the
Contractor Management panel. Next select the Contractor Evaluation panel.

Required Fields:
Contract ID: System(key)
Evaluation Date: System
Contractor: System
Rating: System
Begin Date: System
End Date: System

enter a grade on. Once you highlight
the contract, press the OK button.
The screen to the right will be
displayed.

The Evaluation Date is automatically
populated with the current date but
can be changed to whatever the date
was when the evaluation was done.
As you enter in a field at the bottom of

a screen and tab off of it, the
information will be automatically

Page 90

If the Contract ID has not been selected, the screen shown below
will be displayed.

Use the arrow on the right to scroll down to the contract you want to
ﬂ Contract List

Selection

Cantract 1D |

Contract ID

Contract 1D Yendor ID Fed State Proj Nbr Status County |Lvl 2 |Lyv~
a REND e
ACTY 15 a7
18744 YFEIE081 070001 SE-2737(8) ACTY 72 02 M
20000 C002433008 M4 FEMD 93 93
20001 CO07E97508 M4 PEMD 93 99
20002 CO33074008 1234567 ACTY 93 02

< | f
1].9 Cancel
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displayed at the top portion of the window. S o

9 Contractor Evaluation

Select the Contractor for whom you are
doing the grade by using the drop down list.

After selecting the appropriate contractor, — — e
press the tab key to go to the Rating field.
Enter in the appropriate grade. Make sure
the grade is a whole number and not

Contract ID 17680

following the decimal point. = : -

Evaluation Date: [11/20/00 | Contractor: | =] Rating: [0

Evaluator: [Kathy Lovett Reference Document:[ =]

The Evaluator field will be automatically [ Senba: pyovn | Emdbae o | | et
populated with the name of the person who is || wo pessipiion |
logged on to SiteManager.
The Reference Document field will not be
used by FDOT at this time.

Fleady [erer [TEST [EMEDMIN  [CNSB2KL

The Evaluation Period Begin Date should be entered in month day year format and the Begin Date should
be less than the End Date. These are required fields.

The Contract Evaluated Ind. box indicates that the evaluation is for the entire contract period (the begin and
end dates are still required).

The Work Description field should describe the work for which the contractor is being evaluated.
Save the information by using either the File — Save command or the Save icon on the toolbar.
To add another evaluation for a different period place the focus on the upper portion of the window and press

the new icon to add a new row. Next place the focus back on the lower portion of the window and enter in the
fields as described above.
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Daily Work Reports Vendor Master List

This function allows us to maintain master list for each of our vendors (contractors, subcontractors) in a way
that makes them available to any contract and all inspectors reporting on that contract. No longer will an
inspector have to maintain their own master list and create one each time they get a new contract or
contractor.

There are two separate functions for maintaining master list. The first function is maintaining a master list for
a specific contractor and the second function is maintaining the master list for a specific contract.

Function 1 — Maintaining Vendor Master List

From the SiteManager Main panel double click the Daily Work reports icon and then double click the
Reference Table (DWR) and then double click on the Vendor Master List icon.

M SiteManager Panel x|
Main Panel T Doaily work Reports(+] ]
4 © m
}
Contract Contractor Change Acceszories(+) System
Adriniztration+) Payrents(+) Orders(+) Adrniniztration(+)

M SiteManager Panel x|

tain Panel Daily Work Reports[+] T Reference T ables(DWH+] |

]

Draily \wiark Diary
Reports
Main Panel I Dally Work Reports(+] ] Reference TablosiDWR+)
‘Wendor Master Contract Master
List List
This will display the vendor pick list
as shown at right. [ Select
Wendor I
On the vendor pick list, locate the
vendor you wish to work with and
double click on the highlighted row il ||
. . . —¥endor
or highlight the row and click OK.
Yendor Id ¥endor Short Name ¥endor Type =

CO00413008 | AMERICAN DISTRICT TELEGRAPH COMPANY Construction Contractor

CO00426608  |A L&D, CONSTRUCTION CO Canstruction Contractar

CO00702108 | AAROMN FEMCE COMPANY Canetruction Contractar

CO02081008  |AIMEE CONSTRUCTION COMPARY, INC. Construction Contractar

CO02316008 | AIRPORT MARKINGS, IMC. Canetruction Contractar

CO02439008  |AJAx COMSTRUCTION INC. Canstruction Contractar

OK | Cancel |

Page 94 April 2007



Florida Department of Transportation
Trns*port SiteManager User's Handbook Master List Maintenance Function

Once you have selected a vendor, the screen on the right will be displayed. Note that a “radio button” is
shown for each of the following types of resources: Equipment, Personnel, Supervisor, Staff Member.
Alternately clicking on each of these “radio buttons” will change the lower portion of the screen.

Adding Supervisors FJAASHTO SiteManager HEE

1.

Adding Personnel

1.

File Edit Services Window Help

Make sure the Supervisor ]| L @_| DEE gl
“radio button” is checked.

Click mouse in the lower
portion of the window to ensure

P Vendor Master List —[o] =]
Yendor 1D: IVF94E|51 9852004 IGHAMTE COMSTRUCTION CO

that it has the focus.
] . " Equipment " Personnel (¥ Superyisor " Staff Member

Press the New icon (looks like
a sheet of paper) on the ||S o n Iﬁ:thivte
toolbar. This will add a blank A o _ "L
line in the lower portion of the

ind Faoreman #1 v
winaow. Fareman #2 v
Fill in the Supervisor Name Foreman #3 v
field. This can be an actual [General Foreman #1 v
name or generic reference to a ieneral Fareman Ha v
position called supervisor. i LR Y

i i X Geotech Eng v
Click on the Active Indicator o Bed Foromar 1 =
to indicate that this supervisor Precast Bed Foreman B 2 -

is currently active and should
be available to the contract.

Repeat steps 3 through 6 for |Ready [Server [30a  [EMADMIN - [cn982i
as many supervisors you wish to add for all contractors.

FIAASHTO SiteManager [—[5]x]
File Edit Services Window Help

| ENY DEe a9
P Vendor Master List —[o] =]
Yendor 1D: IVF94|:|51 SR52004 IGHAMTE COMSTRUCTION CO

Make sure the Personnel
button is checked.

Click mouse in the lower
portion of the window to ensure

that it has the focus.

Press the New icon on the " Equipment ' Personnel " Supervisor " Staff Member
toolbar. This will add a blank Active
line in the lower portion of the |[Persunnel Type Indicator
window. . o
Fill in the Personnel Type Sﬁj;g‘;?:;zn :
field. This can be an actual Bridge Ckiled =
name or a generic reference to Eridgs Common =
a type of personnel. Eridge-camman v
Suggestions for types are Eridge-semi skiled

Skilled, Semi-Skilled, Laborer, Bridge-skilled v
and Trainee. If you have some Bridge trainee

of these that work half day in B v

addition to the full day then the
types will need to be specific to
these hours. In lieu of those
mentioned above, you might want to include the following as your types Full Day, Skilled - Half Day,
Skilled - Full Day Semi-Skilled, Half Day Semi-Skilled, etc.

Click on the Active Indicator to indicate that this personnel is currently active and should be available to
the contract.

Repeat steps 3 through 5 for as many personnel you wish to add for all contractors.

|Ready [Server [3.0a  [SMADMIN  [cnog2i
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Adding Equipment

1. Make sure the Equipment button is checked.
2. Click mouse in the lower portion of the window to ensure that it has the focus.
3. Press the New icon on the

toolbar. This will add a blank M AASHTOD SiteManager - [Vendor Master List] =|o] x|
line in the lower portion of the <& File Edt Services Window Help =185] x|
window. DM E O D”D“EIE|
4. Fillin the Equipment Vendor ID: [/F340519662004  [GRANITE CONSTRUCTION CO
Description field. This can be
reference to an actual piece of
equipment or a generic " Perzonnel " Supervisor " Staff Member
reference to a type of Equpment
equipment. |Equipmenl Description 1D Active
5. Fillin the Equipment ID with a ail compressar a2 v
unique identifier for the piece ir Compressor A 2
of equipment. barge B2 0
6. Click on the Active Indicator boat B2a 2
to indicate that this equipment Buldozer BDS =
is currently active and should S TES £ v
be available to the contract. :“"ifer :: v
ackhoe v
7. Repeat steps 3 through 6 for 0 = =
as many pieces of equipment
you wish to add for all |
contractors. Feady Bower  [30a  [CNDSRPE  Jong82i
Adding Staff Member
1. Make sure the Staff Member 5
'
blljttck)n 1S CheCke:' | File Edit Services Window Help
2. Click mouse in the lower = =
. : B £
portion of the window to ensure j|. i i' hesagd
that it has the focus. P Vendor Master List =[=1E

3. Press the New icon on the Vendor ID: [¥F340519552004 |GRAMITE COMSTRUCTION CO

toolbar. This will add a blank
line in the lower pOftiOﬂ of the " Equipment " Personnel " Supervisor ' Staff Member
window.
4. Fillin the Staff Member Name Staff Member Hame SSMN/SIN | 5/C | Achive
field. BRUCE GTAPLES : B v
o ] Bedell, David 0000000001 |5 = v
5. Fill in the SSN/SIN field to Bobby Cooper T =
uniquely identify this individual. Brian P. Lemieus T =
6. Under the S/C field indicate L. C. Taplor oooooooot € = v
whether individual is a State EalEs ey L D0V (99 e
employee (S) or a consultant Chucklf.iaﬂey 0oooooono1T |15 = v
lovee ©. D_H_Hl 0000000001 |5 = v
employ DL Yining 00o0oooooo! € = v
7. Click on the Active Indicator D avid Bedell 0000000001 |5 = v

to indicate that this staff
member is currently active and
should be available to the |Ready [Server [0z [EMADMIN  [cndgzi
contract.

8. Repeat steps 3 through 7 for as many pieces of equipment you wish to add for all contractors.
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A generic master list can be set up after activating the contract but prior to reporting work on the job. This
list could contain generic names such as Supervisor, Skilled Worker, Semi-skilled Worker, Roller, Dump
Truck, etc. A dummy DWR and Diary (shown as a no charge day) must be set up to generate this list and
for a date after contract activation. The DWR can later be copied (enter in new DWR date, press tab, and
answer yes to copy contractor information) to a real DWR for use in generating an estimate.

Changing an Existing Item.

Function 2 — Maintaining Contract Master List

Erom the Reference Table
(DWR) panel as shown Contract ID |

above, double click on the Yerdor |

Contract Master List icon. ’%

This will display the Contract
Pick List as shown on the
right.

Find : |
—Contract 1D

Contract ID Yendor ID Fed State Proj Nbr Status
_________ PEND

CO02433003

County | L¥l2 Lvl3 Lvl4

Construction Trainir
Construction Trainir

Locate the contract you want

c : 70002 CO02433008 N FEND a1 08 it el
to work with and either 700073 002433008 MA PEND 31 e Construction Trainir
double click on the 70004 02439008 N FEND 31 08 it Tl

CO02433008 Conztruction Trainir

highlighted row or once row
is highlighted, click on the

OK button. K Eancell

This will display the next

screen, shown on the right,
the Vendor Pick List. This is Contiact 1D [ e

a list of all Vendor |

contractors/subcontractors }%

that have been indicated to
work on the contract

Find: |

—Wendor

selected. O0336008 ABCO INDUSTRIAL PAINTING [NOT INC.]
STANDARD CONCRETE PRODUCTS, INC.
VFES3417167001 | APPLIED FOUNDATION TESTING
\VFO40519552004 | GRANITE CONSTRUCTION CO

Locate the vendor that you
wish to work with and either
double click on the
highlighted row or press the
OK button once you have

highlighted the row. 0K | Cancel |

This will display the window shown below.
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P AASHTO SiteManager [o]=]
File Services “Window Help

=)

T Contract Master List =[] =]
Contract ID: [E303 Vendor ID: [/F34051955200¢4  [GRANITE CONSTRUCTION CO
| ' Equipment  Personnel " Supervisor " Staff Member
Vendor Master List: Contract Vendor List:

-

Eqp ID E quipment Description Active |~

air compressor =l
ac Air Compressor v B2 barge I
ACZ air compressor |7 BZa boat |:
barge  |barge v bd Eulldozer v
barge  |Barge v Bh Backhos [
bd bulldozer | boat, tugboat, tug [
Bd Bulldozer ol BT3 Boom Truck [
BDE  |Buldozer [ Add > Eg Elane 4100 ﬁ
boat bioat =N YT OMpresson M
boat Boat 2 Add All ->> C4 Crane ™
02 |orane 4100 | < Remove ||C5  Compressor C
Caa Ciane P - C5a Crane B35C [
<¢-Rem All | o6y |Crane 3900w o
CB1 Concrete buckets v oA ————— 3
cc _[orane. cramler ] CEl  |Office CEI Fisld Trailer o
Ce Clerelen e I conG ¥ | concrete vibrator [+
CEI office CE feild trailer il Cpt Camereie P Tk k
CEl office CE field trailer v e, e, el F .
CE l-officaCEl feid raier ~ = | _>I_I
|Ready [Server [30a  [CND3RPE  [cn9azi

Again, you'll see that you have the 4 resource types with a “radio button” next to each. As you click on each
of the “radio buttons” the bottom portion of the screen will change. On the left side is the “Vendor Master List”
as was maintained under Function 1 above and on the right side is the “Contract Vendor List” which shows all
of the selected resource type that has been assigned to contract you selected earlier.

Adding a Resource to the Contract Vendor List

To add a resource to the Contract Vendor List, just locate the item on the left side of the screen that you wish
to add and then click on the Add button.

Adding all Resources to the Contract Vendor List

To add for the selected type of resource, all of the vendor resources from the Vendor Master List, click on the
Add All button.

Removing a Resource from the Contract Vendor List

To remove a resource from the Contract Vendor List, locate the resource on the right side of the screen and
then click on the Remove button

Removing all Resources from the Contract Vendor List

To remove all resources from the Contract Vendor List, click on the Rem All button.
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Stand-Alone Function Getting Started

This function provides us the means to move contract data information from the server database to our local
database in order that we might be able to work offline not connected to the network database server. This
mode of operation is called “stand-alone”. “Stand-alone” operation is necessary if we are to use SitePad for
completing Daily Work Reports by our project personnel. In addition to using SitePad, this offline operation
allows us to enter Daily Work Reports and compile Diaries while not connected to the network database
server.

In order to use SiteManager in “stand-alone” mode you must move contract information from the network
server database down to your local database stored on your computer’s hard drive. Once you have entered
data either through the use of SitePad or directly into the “stand-alone” version, you will need to move the
added (or changed) data back to the network server. This is the role of the Pipeline function. We will not be
using the Zip functionality at all.

Definitions
The following definitions will help clarify the use of these terms throughout this document.

1. Stand-alone Mode — A mode of operation where user is accessing local database and not network

database. This is identified at time of SiteManager logon.

Pipeline — The process of moving data between the local database and the network database

Project Manager’s Workstation — A computer workstation capable of being connected to FDOT

network or running independent of the network

4. Basic Contract Data — Includes all information about a contract including all Change Orders that have
been approved.

2.
3.

Getting Contract Information Down to the “Project Manager’'s” Workstation.

In order to work in the “stand-alone” mode of operation you
must have been assigned to the special group “CNOFFLIN”
which identifies all users who can have this authority.

Before you can work on any contract, that is entering T pork

dailies, diaries or synchronize data with SitePad, you must 5 itEMElI‘IEIgEI‘

SiteManager Logon

move the basic contract data down to the local database on e tiom hanagemant Systam
the Project Manager’s workstation. The following steps '
should be followed to do this.

Uszer I1D: | cn3dai
1. Make sure Workstation is connected to the Password; [
network and you are logged on correctly. Connect to:[Server 3]
Start SiteManager using your Desktop icon. m Change pass,.,,,,d| Close |
3. At SiteManager LOgOh screen make sure you AASHTO Trngport, the AASHTO Tz part loga, Trms: port Siteb anager,
select “Server” in the “Connect To:” box. and the Tz port Sitebd anager logo are registered trademarks of the

Amernican Association of State Highweay and Transportation Officialz
Portioh: Copyright © 2000-2002 245HTO, Partions Copyright €
1934-2002 Irfa Tech, Inc.

|Enter the: User Password,
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4. On the Main Panel, Double
click on the Pipeline/Zip
icon,

5. On the Pipeline and Zip
Panel double click on the
“Sever to PM Pipeline”
icon.

6. If you haven't selected a
contract previous to
entering this screen you
will be presented the
Contracts selection window
as shown to the right.
Locate the contract you
wish to work with, highlight
it and either double click
your mouse or click on the
OK button.

7. If you have previously
selected a contract then
the window below will
open. If this isn’t the
contract you wish to work
with then you can use either
the File Open Icon or File
Open Command from the
menu and select your
contract using the Contract
Selection window. Locate
the contract you wish to
work with, highlight it and
either double click your
mouse or click on the OK
button

8. The first tab in this window
is the Pipeline Summary
Tab. This shows in
summary fashion what items
have been selected on the
following tabs. The first time
you pipe contract
information for a contract
you should ensure that the
Basic Contract Button is
checked. This will cause
“All” to be shown in the
Change Orders and Force
Accounts text boxes. You
can select Basic Contract
Data anytime you pipe the
contract data, this will
ensure that all contract
changes have been
downloaded to the Project
Manager’s workstation. You
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M siteManager Panel x|
Main Panel T Pipeline and Zip(+) ]
& [E = 4 @ m R
H = £13
Contract D ailw whork. ! an Contractor Change Civil Rights[+] I aterials
Administration(+]  Reporte(+] Zi Payments(+] Orders(+] I anagement(+]
Accessones(+] Spstem I anuals(+]
Adminiztiation(+]
] SiteM anager Panel x|
tdain Fanel T Pipeline and Zip(+] ]
e R
=)
5 ¢ gLl Fii to Server  Pldnspector's Pipeline and Zip Process List
Fi Fipeline Load Information
— Gelects
Contract |
Find :
i~ Contract
Contract ID Yendor ID Fed State Proj Nbr Status County | Lvl2 | Lvl3 Lvid Local~
AF17R1 WF5360002533001 A ACTY Bl 03 353 temarandum of Ag
Al5ED WF59E000435017 NAA CMPL 5 03 332 YARIDUS ROADW
AIS65-R1 WF5960004 35075 NZA ACTY B 03 392 MOAWITH CITY O
AI5E7 FE3B002787001 A& CHPL 46 03 391 City OFf Springfie/d
AIDEY-R1 WFE9E002787001 NAA ACTY 46 03 39 b0 for City of Spri
b »
0K Cancel
FIAASHTO SiteManager -[o]x]
File  Servicez ‘Window Help
=A==
P Server To PM Pipeline =1o] |
i Pipeline Diary Select T DWR Select Change Order  °  Force Account " User Select
Summary Select Select

Contract ID: [E3403 Description: [HATHAWAY ERIDGE REPLACEMENT DESIGN/EL

[~ Basic Contract Data Diaries: | Change Orders: |
[ Materials DWRs: | Force Accounts: |
Users: |

Pipeline Status: |

|Ready [3.0a  [SMADMIN

APTIT ZUUT

[Server [cra8zi
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will also need to be on the Pipeline Summary Tab in order to start the download process.

9. The second tab is the Diary Select Tab. Here you will note any existing Diaries that you wish to
send back down to the “Project Manager’s workstation for editing or reviewing in the “stand-alone”
In the upper portion of window, select the Diaries that you want to download and then in the lower
window press the “Add” button. You can use the Remove button to un-select any that you added by

M AASHTO SiteManager (o=
Eile Services Window Help

==

) Server To PM Pipeline o] =]
" Pipeling Summary 1 Diary Select " DWR Select Change Order  ° Force sccount T User Select
Select Select
Contract 1D: [E3403 Description: |HATHAWAY BRIDGE REFLACEMEMT DESIGN/BL
Diaries List:
Diary Date |Credit Day ¥alue|Cred Reason Desc Diary Locked Ind EstHlHbr =
01./304/02 a M oo g
01,/29/02 1] M o g
01./28/02 a M oo g
01,/27/02 1] M o g

2 *
1| | 3

Selected Diaries:

Add > Diary Date |Credit Day Yalue Cred Beason Desc Diary Locked Ind |Est Hbr

<- Remove

1

<<- Rem All

|Ready [Server [20a  [SMADMIN  [cn3s2i

mistake. You could also use the Rem All button to remove all Diaries that you had selected. These

removal actions only remove them from the list of Diaries to be downloaded. They still remain in the
network database.
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* : F1AASHTO SiteManager o] =]
Trns port SIteManager File Serices “Window Help
. _ =T
10. The third tab is M Server To PM Pipeline : = [=1E3
the DWR SeleCt " Pipeline Summary  Diany Select ‘" DWH Select * ChangeOrder ° Forcedccount User Select
Tab_ Here yOU Select Selact
will identify any Contract 1D: [E3503 Description: [HATHEWAY ERIDGE REFLACEMENT DESIGN/EL
existing DWRs Dwhs L
. L

that you wish to i : :
send back down Uger Name DWR Date | Locked Indicator |[Estimate Nbr| =

“ H Harmor, Joe 0z, 2 )
to the Pr,O!,eCt Harman, Joe 02/21/02 M
Manage'f S Harman, Jos 02/20/02 [N
workstation for Hatman, Jos 0219/02 [N

iti Harman, Joe 0218402 N =
editing or
reviewing in the Selected DWRSs:
“stand-alone” Add - | User Name DWR Date | Locked Indicator |Estimate Mbr
mode. In the
upper portion of _< Remove |
the window
! <<- Rem All

select the DWRs 4'
that you want to
download and [Fieady Ferver  FiDa  GMADMIN otz

then in the lower

window press the “Add” button. You can use the Remove button to un-select any that you added by
mistake. You could also use the Rem All button to remove all DWRs that you had selected. These
removal actions only remove them from the list of DWRs to be downloaded. They still remain in the

network database.
11.

The fourth tab is the Change Order Select Tab. Here you will identify any Contract Change Orders

that need to be downloaded. If you selected the Basic Contract Data button on the Pipeline

Summary Tab, then you do
not need to make any
selection on this tab. If you
wish to only download
Contract Changes Orders
that have been approved
since the last download then
this is the tab to do that.
Highlight the Change Order
that you want to download
and press the “Add” button.
If you added one by mistake
you can remove highlighting
in the lower portion of the
window, the one to be
removed and then click on
the “Remove” button. You
could also click on the Rem
All button to remove all from
the list. This action only
removes them from the list

I AASHTO SiteManager
File Services ‘“window Help

=10 x|

= e

M Server To PM Pipeline

" Pipeline Summary Diary Select i

DWwh Select

=lo] =]

Change Order " Force Account | User Select
Select

Select

Contract 1D: [E3403 Descr

Change Orders List:

iption: [HATHAWAY BRIDGE REFLACEMENT DESIGM/EL

Change Order Humber
LIN

2]

Change Order Description
FORESEEM ADDITIOMAL 'wWORE

Selected Change Orders:

Add > Change Order Humber

Change Order Description

<- Remove

41

<<- Rem All

|Ready

[Server |3.Da [SMADMIN + [cn982i

to be downloaded and not from the database.

12.

Accounts within SiteManager so this tab will not be used.
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13. The sixth tab is the User
Select Tab. Here you will
identify all users that will be
needing access to the
Project Engineer’s
workstation or will be using
SitePad that is synchronized
from the Project Engineer’'s
workstation. This will create
the necessary security file

Force Account  User Select

Select

Change Order  ~
Select

" Pipeline Summary Diary Select 7 DWR Select

Users List:
User ID
CM209LR |Robert Lee

User Name

CHEO7FO
CHE14DS
T 39240

FRANE 0'DEA
SWEENEY, DAM
Chason, A, [BO] M.

Selected Users:

so that they can operate in add> | [UseriD User Name
the “stand-alone” mode or

can have information < Remova |

synchronized with their Palm <<- Rem A1||

Computers to use SitePad.
In the upper portion of the
window, locate and highlight
the user you want to build security files for and then click on the Add button.

|F|ead_l,l [Server |3.Da [SMADMIN + [cn982i

14. Select the Pipeline Summary Tab and then select the Services — Pipeline Data command on the

menu line at top of screen. Messages will appear on the Pipeline Status line as to current process.

If any DOS windows (they show results of file delete and zip process) remain open then close them.
Once this process has completed, the message “Pipeline Complete” will appear in the Pipeline

Status line.

Once you have piped any Diary or Daily Work Report down to the Project Manager’'s Workstation, these will
be locked to changes made while on the network database. They will need to be piped back in before they're
available for editing.

Working in “Stand-Alone” Mode.

Once you have performed the Pipeline function, you now can log into SiteManager and work with the contract
information you downloaded from the SiteManager
network database.

SiteManager Logon

1. Double click on your SiteManager icon on

the “Project Manager's” workstation. T porl
2. Enter your userid and password. 5 itE M an agE r
3. Before clicking on Enter, make sure that Ry 1ion Management System

“Stand-Alone” has been selected in the

“Connect to:” drop down box. =

User ID: | cnddzi

4. Click on Enter. This will take you to the

Pazszword: | xxxxx

Connect to: [T YN -

Close |

SiteManager Main Panel. Note that the
number of icons is less than when you were
working in the “Server” mode. This is
because you are limited to only working on
Diaries, Dailies, SitePad Synchronization

Logon I

AASHTO Trng port, the AASHTO Tneport logo, Tros port SitebManager,

Ithange Fassword |

and Viewing contract information. No other
functions than these work in the “stand-
alone” mode. Functions here work the
same as they do while in the “Server’” mode
of operation. For help in those functions,
please see other sections within this user
manual.

April 2007

and the Trhz port Sitekd anager logo are registered trademarksz of the
American Azzociation of State Highway and Transpartation Officials
Fartionz Copyright 2 2000-2002 AA5HTO, Portions Copyright &
19594-2002 Infa Tech, Inc.

| Enter the Uszer Paszward,
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Moving Information Back to the Network Server.

While in the “stand-alone” mode you could have performed the following functions to either change data
previously brought down from the network database or information that you have added since you last
brought data down from the network database.

Revised Daily Work Reports
Revised Diaries

Create Daily Work Reports
Created Diaries

You must move any revised or created Diaries or Daily Work Reports back to the network database before
the next estimate is run or they will not be included in that estimate. You should also move data back when
you are completed with the contract and you should move data back as often as you can in order to have it
backed up. Once you have indicated that a Diary or Daily Work Report has been moved back to the network
server you will not be allowed to make any more change in the “stand-alone” mode to that Diary or Daily Work
Report. In the event you need to make change after you have piped them back up to the network server, you
will have to make the changes there or have them piped back down to the Project Manager's workstation.

The following provide instructions on how to send this data back up to the network database so that it can be
used in the generation of estimates.
1. Using the “Project Manager’'s” workstation, log onto the FDOT network.

2. After successful connection, start SiteManager using the Desktop icon. Make sure you select
“Server” as the “Connect To:”

3. Select the Pipeline/Zip icon, then the “PM to Sever Pipeline” icon.

P SiteManager Panel x|
Main Panel T Pipeline and Zip(+) ]
Contract Draily Yok, Contractor Change Civil Rights[+] M aterialz
Administration[+]  Reports(+] Payments(+] Orders(+] Management(+]
@ @&i P SiteM anager Panel =]
Accessones(+] System P anuals(+) Main Panel T Pipeline and Zip[+] ]

Administration(+] B
51 R

Server to P VI P/ nspector's Pipeline and Zip Process List
Fipelire =] Laad Infarrmation
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4. Using either the File Open Icon or File Open Command select your contract. If you don’t select the
contract at this time you will be prompted to select it when you move to one of the other tabs.

5. Thefirst tab in the PM to E MO SitcManaser =[ol
Server Pipeline process is the gz D ==
Pipeline Summary Tab. Asin
the Server to PM P|pe||ne " Pipeline Summary Diary Select i D'w/R Select 7 Sample/Test Select
process, this provides SR =
summary information on — |
what is being piped back to
the network database. If
you have completed all
work on this contract, then [ituile |
you will want to click on the | et :
BaS|C Contl’aCt Data Contract ID Vendor ID Fed State Proj Nbr Status County |Lvl2|Lvl3 | Lvl4 Local
button. This will remove LI517-R1 VFEOR00029900 [N LTV Bl 03 |39 Memarandum of Ag
the contract from the /565 VFESRIOOAZENTT  |N/A CMPL 55 e VARIOUS ROAD'W
“ » /551 VFESRIOOAZE0TS N ALTY 55 e MOAWITHCITY 0
S,tand'alo_ne (‘J‘latabase”and 567 VFESRIOZZETON  N/A CMPL 45 IR City Of Spingfield
will mark it as “checked AIER7-R1 \FE3E002747001 N/t ACTY 15 e MDA For City of Spri
back in on the network 2
server database. ' .

oK | Cancel |
6. The second tab is the

Diary Select Tab. Here
you will identify any Diaries that

. P AASHTO SiteM (o] =]
you wish to send back to the Fio - Servioes Window Help
network database. Inthe upper |E & &% 0= &
window, select Diaries that you |=EEDETEGES TG
Wal’lt tO plpe back tO the server. FipeLine Summary Diary Select D'WwWH Select Sample/Test Select
Once the Diary is highlighted, _ — e

then in the lower window click
the “Add” button. You can
remove any that was added
by mistake by highlighting
and then clicking on the
“Remove” button.

7. The third tab is the DWR
Select Tab. Here you will
identify any DWRs that you
wish to send back to the
network server database. In
the upper window, select the

Fil= Semwices Window Help
= RS
T PM To Server Pipeline i _[ol x|

PipeLine Summary Diiary Select DWR Select Sample/Test Select

Contract ID: [E3203 Description: |HATHAWAY ERIDGE REPLACEMEMT DESIGN/BL

DWRs List:

User Hame | DWR Date | Locked Indicator Estimate Nbr

Selected DWRs:

Add > | Uszer Name DWR Date | Locked Indicator Estimate Nbr —
DWRs that you want to send |
<- Remove |
April 2007 07
<<- Rem All |
|Ready [Server 202 [SMADMIN  [on322i
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back to the server. Once the DWR is highlighted then in the lower window click on the “Add” button.
You can remove any that was added by mistake by highlighting and then clicking on the “Remove”
button.

8. The fourth tab is the Sample/Test Select Tab. Since FDOT is not using the Materials Functionality
then this tab will not be used.

9. Select the Pipeline Summary Tab and then select the Services — Pipeline Data command on the
menu line at top of screen. Messages will appear on the Pipeline Status line as to current process. |If
any DOS windows remain open then close them. Once process has completed, the message
“Pipeline Complete” will appear in the Pipeline Status line.

Synchronizing Data with SitePad

SitePad is a Palm Computer application for inputting Daily Work Reports. Complete instructions on its’ use
and how to set it up can be found in its’ own separate user manual.

In order to be able to use SitePad you will need information from the SiteManager database transferred to the
Palm computer where SitePad is loaded. The process of transferring this data is called “synchronization”.
The function of “synchronization” will keep data that is being used in SitePad in agreement with data that is
contained in the SiteManager database.

The only requirement for this “synchronization” to work is that it can only be done between the Project
Manager’s workstation operating SiteManager in the “stand-alone” mode of operation and the Palm
Synchronization software installed on the Project Manager’s workstation.

The following instructions assume that you have already setup your Palm Software and have already
“synced” the user’s Palm Computer with the Project Manager's workstation.

SiteM anager Logon

It also assumes that you have already piped contract and
user information down to the SiteManager database on the

Project Manager’s workstation. If not then see instructions
above on how to do that.

1. Start SiteManager from your desktop icon. At the
SiteManager logon screen make sure you have set
the Connect To: drop-down to “standalone”.

2. From the SiteManager Main Panel, select
Pipeline/zZip Icon.

3. From the Pipeline/Zip Panel, double click on the
SitePad Synchronization icon. This will bring up

™ SiteM anager Panel

Main Panel 1 Fpeline cre 2l )
.
Sy SN
Gzt Diaily work i T v cossoies(+]

Administration+] R eports(+]

M SiteManager Panel

]m; P!III

\SitEManagEr

Construction Managerment system

Uszer 1D: I ch382j

Paszsword: | =

Connect to: Standalone -[
Logon I [Change Bazsword | Cloze |

AASHTO Tre port, the AA5HTO Trns port logo, Tine paort Sitetdanager,
and the Tingport SiteM anager logo are registered trademarks of the
American Aszociation of State Highway and Transportation Officialz

Partions Copyright € 2000-2002 AASHTO, Partions Copyright €
1994-2002 Infa Tech. Inc.

|Enter the User Pazsward,

Main Panel T

B

Fipeline and Zip  Process List
Information
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the SitePad Synchronization window as shown on the next page.
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4.

The SitePad Synchronization

window has two tabs. The first *ESIETIIEDS =0l

File Services Window Help

tab is the Synchronization =1

Summary Thls tab WI” M SitePad Synchronization = [=1 E3
provide summary information " Synchronization Summary T DWRSeest

on what is being “synced” with

the SitePad database stored in ContractD: [ Description: |

the Palm Software backup UserD: [ User Name: |

directory for the user you
select. To begin the
synchronization process you

will first need to identify a T dafieen
contract and a user that you DWRs:[—  Change Orders:[AT
W|Sh tO WOrk W|th WARMING: Please ensure a

Hot-Synch has been performed on
the Palm unit prior to initiating the

5. To select a contract, use either Symchanizalion proces fram the

the File Open icon or File-

Open menu option. This will

display a list of contracts that Synch Status]

are stored within the local

database.

[Feady [Standalone  [30a  JCNOFFLIN  Jend82i

6. Locate and highlight the

§

Contract |

Find: |
~ Contract

Contract ID

Contract | E3803
Users |
Ok | Cancel |

Vendor ID
F340619552004

Status

Fed State Proj Nbr County

1 Contracts =]

~ Gelecti

Find : |

~Users

User ID User Name

382 ohnson, Jim

DK Cancel

contract for which you want to transfer data. Double click on the highlighted contract and this will
display the list of users who have been granted specific access to this contract and have been piped
down to the local database.

Locate and highlight the user’s name for whom you are transferring data and either double click your
mouse or press the OK button. These actions will populate the Contract ID, Description, User ID
and User Name fields on the SitePad Synchronization Summary window.
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8. The second screen on the FIAASHTO SiteManager 1 ET

SitePad Synchronization e
; . IEN2| D Es:
window is the DWR Select Tab. LT LRI T

R . . . P SitePad Synchronization -1o] =]
In this window you will identify T Gynchionizatien Summay DWR Select
any DWRs for the user that you
wish to transfer to SitePad. If Contract ID- [0 Description: [RATHEWAT BERIDGE REFLACEMENT DESIGN/EL
you do not Want to Identlfy any User 1D: [cn982j User Name: lJohnson,Jim
DWRs then just go back to the T

SynChronlzatlon Summary User Name |DW’H Dale| Locked Indicator Estimate Nbr
tab. In the upper box within the
window titled DWRs List will be
all of the DWRs that are
available within the database
that can be transferred to i (] Dl

SItePad Locate and h|ghl|ght Add > | User Name DWR Date | Locked Indicator Estimate Nbr
the one that you wish to transfer < Remove |
and then press the Add button.
This will move the selected [ecnsaa]
DWR to the lower box titled
Selected DWRs. You can
repeat this add process as
many times as you wish. If you selected any by error you can remove them by clicking on the
Remove button. If you want to remove them all then click on the Rem All button.

|Ready [Standalone  [3.0a  [CNOFFLIN  Jend82i

9. Return to the Synchronization Summary tab and then select Services-Synchronize from the menu.
This will perform the transfer of all data that you have selected. The Sync Status line will display the
progress of the synchronization process and will provide you a message when the process is
complete.

Getting information on what has been Piped to Project Manager’s Workstation

SiteManager provides information on what data has been transferred between the network server database
and the database installed on the Project Manager’s workstation.

1. Start SiteManager by using your desktop icon. Log onto SiteManager making sure that you have
“server” selected in the Connect To: drop down menu.
2. From the SiteManager Main Panel, select and double click on the Pipeline/Zip icon.

3. Onthe Pipeline/Zip Menu Panel select and double click the Pipeline/Zip Information icon. This will

™ SiteM anager Panel (x|
Main Panel Pipsline and Zip(+] 1
& Ed
Cantiact Diaily work, Accessories]+)
Adrninistration(+] Reports{+]
P SiteManager Panel =l
Mair Panel T Fipeline and Zip(+] 1

] Process List SitePad
Senchronization
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information window.

4. The first tab in the Pipeline ™ Pipeline And Zp Information

And Zip Information
window is the Samples Tab.
Since FDOT is not using
SiteManager Materials
Functionality then this tab
will not be used.

5. The second tab is the
Contract Tab. If you
haven't selected a Contract
ID prior to opening this
window you will be
presented a list of contracts
that you have access to.
Locate and highlight the
contract you want to see

Contract ID: [E3403

=[O =]
File  Services ‘Window Help
=52
] =[o] =]
Samples Contract ~ ° D'wWRs Diaries " Change Orders  Force Accounts

Description: [HATHAWAY BRIDGE REFLACEMENT DESIGM /6L

information on. Either [Ready

Check Dut Check Out | Check Dut Check In Check In | Check In
User ID Date Time User ID Date Time
kn306bt 1006401 11:18 00/00400  |00:00
kn306jy 10/05/01 07:.09 00/00/00 |00:00
kn306dg 10/05/01 08:17 kn306dg 10/08/01  [10:31
cn3Bzj 08/02/02 1415 00/00400  |00:00
jimpad 07/02/02 1613 00/00/00 |00:00
[Server [30a  [SMADMIN  [on382i

double click on the

highlighted contract or press the OK Button. This will populate the Contract Tab as shown. The
following define the column headings on the screen.

a. Check Out User ID — the unique identifier of the user who checked out the contract selected.
Check Out is the act of transferring data from the network server database down to the
Project Manager’s workstation database.

b. Check Out Date — the date on which the contract information was checked out.

Check Out Time — the time at which the contract information was checked out.

d. Check In User ID — the unique identifier of the user who checked in the contract information
from the Project Manager’s workstation database back to the network server database.

e. Check In Date — the date on which the contract information was checked in.

f. Check In Time - the time at which the contract information was checked in.

6. The third tab on the Pipeline
And Zip Information window is
the DWRs Tab. This will display
information on what Daily Work
Reports have been transferred
between the network server
database and the Project
Manager’s workstation. That is
what Daily Work Reports have
been Checked Out and which
have been Checked In.
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M AASHTO SiteManager - [o]x]

File Services ‘window Help

= e

™ Pipeline And Zip Information =8| x|
Samples Contract DWRs Diaries * ChangeOrders ~ Force Accounts
Contract 1D: [E3403 Description: [HATH&WAY BRIDGE REFLACEMENT DESIGN/EL
User ID DWH Check Out |Check Out| Check Out | Check In | Check In | Check In =
Date User ID Date Time User ID Date Time

kn30Ebc 03/06/01 |kn306dg 10405401 0213 kn30Edg 10406401 |08:37
kni306bc 03/07/01 |kn306dg 10/05/01  |0219 kn306dg 10/05/01  |08:37
kn36be 09/08/01 |kn306dg 10/05/01  |0&19 kn306dg 10/05/01  |08:37
kn306be 09/09/01 |kn30Bdg 10/08/01  |02:19 kn306dg 10/05/01  |08:37
kni3lebc 03/10/01 |kn306dg 10/05/001  |02:19 kni306dg 10/05/01  |08:37
kn306bc 03/11/01 |kn306dg 10/05/01  |0219 kn306dg 10/05/01  |08:37
kn30Bbe 09/12/01 |kn30Bdg 10/05/01  |02:19 kn306dg 10/05/01  |08:37
kn30Ebc 03/13/01 |kn306dg 10405401 0213 kn30Edg 10406401 |08:37
kni306bc 03/14/01 |kn306dg 10/05/01  |0219 kn306dg 10/05/01  |08:37
kn36be 09/15/01 |kn306dg 10/05/01  |0&19 kn306dg 10/05/01  |08:37

|Ready [Server |3 Oa  [SMaDMIN - [cn9e2i
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7. The fourth tab on the Pipeline F AASHTO SiteManager BEEE

. . . . File Services “Window Help
And Zip Information window is T
. . S fE -
the Diaries Tab. This will display LT LT

|nf0rmat|0n on What Diaries have i Samples Contiact Y DwRsz ) Diaries " Change Diders © Foice Accounts
been transferred between the

network server database and the Contract 1D: [E3A03 Description: |HATHA\N"AY ERIDGE REFLACEMEMT DESIGH/BL
ProjeCt Manager’s WorkStation . Diary Date Check Dut |Check Out| Check Out  Check In | Check In | Check In

That |S, What DIaI‘IeS have been User ID D ate Time User ID Date Time

Checked Out and which have
been Checked In.

8. The fifth tab on the Pipeline And
Zip Information window is the
Change Order Tab. This will
display information on what
Change Orders have been
transferred between the network
server database and the Project
Manager’s workstation. Since ot

[Server |3.Da [SMADMIN+ [enaei
Change Orders can only be -
. . ] AASHTD SiteManager == E3
entered and edited while logged Be Goves Whdn EER
onto the network server =
database, Change Orders will
Only be transferred down tO or f Samples Contact i D'wRs Diaries :.Change Orders * Force Accounts
CheCkEd’OUt to the_PrOJECt Contract 1D: [F3503 Description: [HETHEWAY BRIDGE AEPLACEMENT DE SIGN/EL
Manager's workstation.
) Change Order | Check Out | Check Out [:hetEk Out
9. The sixth and last tab on the [ttt Ueel® | (Dele Ui
Plpellne And le |nf0|’matI0n o0l kn306bt 1006401 11:18
. ; o1 kn30kjy 10/05/01 0709
window is the Force Accounts g e m
Tab. FDOT has no plans 001 cndBZj 06/02/02  [1415
currently to utilize Force ] fimgad 07/02/02 1613
Accounts so this tab will not be
used.
|Ready [Server [0z [EMADMIN  [onSBZi
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The END.
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