™

Manage

slfl=|
ment System

Florida Department of Transportation

"",-j' -I-J, 10 -|
J5a1's antnnos
Release 3.9B

REVISED

January 2010



Florida Department of Transportation
Trns*port SiteManager User’s Manual Contract Activation
Function

Table of Contents

TABLE OF CONTENTS . ... ctiiet ittt eet it s ettt ettt e e s ettt e e s ettt e e s st e e e s atbesssaseteessabeeessbbesesabseeessabaaesssbesesasbessesbaneesssrenens 2
. CONTRACT ACTIVATION FUNCTION.....coiitiie ettt ettt e s eta e sbenesserae e aaes 5
CONTRACT ACTIVATION GETTING STARTED ..ociiiiiitttiiiiieiiieitttiet s e s s sesabbbettsasssssbbbasssasssssasbbasasssesssabbabesssesssassbrbanes 6
(D]l = 0] N 7 = TSR 7
[0 107N 1 (0] NI - = SRR 8
(Of 2T o I B 1 = - = OO OO 9
PRIMARY PERSONNEL TAB ....uuttiiiiiiiiiiiiiitiieeeeiiitbrteese e st iabbssaessesssesssbasssesssassssbasssessssssbbasesesessiasbbaseeesessiabbbbeeesensan 9
PRIME CONTRACTOR TAB .. ittttiiiii et ieiittie e e sttt e e e s s et bbb e e e e e e e e iab b et e s e e e s e sa b b e b e e e e e e s s bbb e b e e e e e e s s b b bbb e eeseessaabbbaeeeeeesas 10
(O00] 011 = To (o] A0 [0 (=TSSR 10
PrIME ASSOCIALES ... vvvieiittiie ettt ettt ettt e e ettt e e e st e e s bt e e e sabtae e e sabaaessabbe e e s beae e s sabaeessabbesesabessessabesesasbbasesabeneessrbnneas 11

(D] = ] OLe] Y 1LY | 7N =TT 11
Y TN LR o I N I = TR 11
ACTIVATING THE CONTRACT 1t itittttitiieesteiitttettteessssisbbartsesesssasbesetesesssabbeseessesssasbbebaessesssassbtbasssesssesssbbasesasessssres 11
ADDING ASSOCIATES TO A VENDOR ...c.iiiiiiittttiiie e et e it bttt e e s e s s sebb bt as e s e s s sabbebaessesssab b b baessesssassbabasesesssssbbbasseasessssres 12
MANAGING CONTRACT AUTHORITY 11ttiiiiiiiiiiuttiittieesiaistresssesssassstesssesssassssssssassssssstsssssessssisssssssssssssisssssesessssissses 13
Granting ContraCt AULNOTILY .......ooveie i et e et e et et saeere e e enaesaenrenre e 15
ENdiNg CONTraCt AULNOTITY ......c.viuiiiiieieice ettt bttt sttt b 15
CONTRACTOR PAYMENT APPROVAL LEVELS.....ciiiittttiiieeiiiiiitttie e e e e s iitbar e e s s e s s seabbaaas s s e st sabbabasesesssasabbbesssesssesantbeess 16
. SUBCONTRACT MANAGEMENT FUNCTION......ooiiiiiie ettt 19
(D] =XSTo [ T N 1 = TR 20
= SR 1 = 22
ADDING PAY ITEMS TO ANOTHER SUB ..ottt ettt e ettt s e e s et e e e e st e e s sabe e e e sabaeeesntaeessaranes 23
1. DAILY WORK REPORTS FUNCTION. ....cii ittt ettt ettt itee e ettt n e s stan s svanessenbe s e e 25
DAILY WORK REPORTS GETTING STARTED ...uvttiiiieiiiiitttiitieesseisstettsesssassstesssesssasisssesssessssssssssssssssssisssssesesssssssses 26
[T AY A 1N = TR 1Y = TR 26
(O] R E2Y-You [0] 2 iST I = TSR 27
CONTRACTORS EQUIP. TAB ...ttttiiiii ettt e ettt e e e e e sttt e e e e e s s bbbt e e e e e e s s b bbb b e e e s e e s sasb b b ba e e s e e s sasbbbbeeesessseabbbeees 28
B TR A L 1Y = = I = T ORI 28
VL0 S =Y ST I = TP OPPRRRRN 29
FORCE ACCOUNT TAB (NOT USED BY FDOT AT THIS TIME)...utitteteeeeieieestesiesressesseeseessessessessessessssssssssssessessessenns 30
DWR REPORTS WHAT YOU SHOULD KINOW .. .vvviiiitiiieiitieeeeeieee e s ettt e e ette s s satee e s saveesssssaesssstessssnsenesssseesssnssessssnsens 30
IMAINTAINING A IMASTER LIS T i iiiiiittiiiiie e iiitte e seeit e e e e e s s et e e e e e s s e sab b e e e eeeesssaabbaeesesesssaabbaseeeessssantbaseseeeessantes 31
Loading the Generic LiSt 10 @ CONTIACT...........oiuiiiiiiiieie ettt bbb e e e sbe e eae s 31
VENDOR MASTER LIST LOAD UTILITY oiiiiiittttiiie ettt e e sttt e s e e s seabbtb e et s e e s s esbbbbaessesssesabtbasesasssesbbbabesasssssanres 32
Vendor Master List Load Utility Getting Started..........ccccecveieiieiiicie s sne s 32
DVWVR ON-LINE REPORTS ..utttiiiiiiiiiiittiiite e e s seittttte et e e s s estbtbetssesssasabtbesssesssassbsbaessaessassbtbesesasssssasbbasasasssssastbasesesesssanses 34
V. DIARY APPROVAL FUNCTION .. .ottt sttt s st e s s ebba s s s ssaas s s sabaeesssrbaeeaans 40
DIARY APPROVAL GETTING STARTED ..iiiiiiiiittttittieeiiiitttitssesssasbtbesssesssassssbssssasssssstbssssassssissssssssessssissssssssessssisnes 41
YA R L0 =T rd = 1Y = ORI 41
CHARGE TAB (NOT USED BY FDOT AT THIS TIME) .1e.vtittetieitestestestestesseeseessesseseessessessssssessessessessessesssssssssessessessenses 42
V. ESTIMATES GENERATION FUNCTION ..ottt ettt et 44
ESTIMATES GENERATION: WHAT YOU SHOULD KNOW ..1iiiiiiiiiiiiiiiiie et ssiitbee s e s s sabbaae e s e s s s sabbanesesesssannes 45
ESTIMATE GENERATION: GETTING STARTED ....uutiiiittiieiitieeeiitteeesitteeessteessssasesessaseesssssesssastessssssesesssssessssssesssssens 45
ADJIUSTING AN ESTIMATE 11ttiiiiiiiiiiitiiti e ecitre et e e e st e e e e et s et bbb e e e e e et saa b bbb e e e eeessa bbb baeeeeessassasbaseseeesssntbaseeeeeessares a7
CONLraCt LEVEL AGJUSTMENTS. ....cuiiieiiiiieteite ettt sttt st b et be s e e e b bt b e s b e b e et e et enbenaesbe e e 47
LiNe M AQJUSTMENTS. ... .cuiiieiicieiice ettt et te e e e st e st e st e st e e teeae e s e e b e sbesbestestesaeeteeneeseeseenresrennens 48
PRINTING AND REVIEWING THE ESTIMATE REPORT ...ccoiiitttiiiiee sttt e e e s s satbat e e e e e s s sabbate e e s s s s sasbbasaeesesssansbeaaeasessas 52
DELETING AN ESTIMATE ...utttiiiiiii ittt e e e seit bttt e e s s ettt et e s e e s sesabe b e teseessasabsbeeasaessessbbbeeeseessesabbbasasassssssbbasesesesssaase 55

January 2010 Page 2



Florida Department of Transportation

Trns*port SiteManager User’s Manual Contract Activation
Function
PAYMENT APPROVAL LEVEL IMANAGEMENT ...ttiiiiiiitttettiee e e s ieitbttttesesssssbbasesesesssassbasssssesssassssssssesssasssssesssesssasssnnes 56
ESTIMATE APPROVAL PROCESS ...uttiiiiieiiiiititttieesssiitttetesesssssassbesesesesssassbtbassseessasasbbasssasssssasbbesseasssssassbasesssesssasisnses 57
GENERATION OF PRINTED ESTIMATE FOR COMPTROLLER. .....cciiittttiitie e siiitiiee e s s eiibtbae s e s s s sisbbaa s s e s s s s sabbbasssasseens 58
VI. CHANGE ORDER MANAGEMENT FUNCTION.......ccoii ittt 63
CHANGE ORDERS, WHAT YOU SHOULD KINOW ...iiiiiiiiiiitiiii ettt et s bt bae s s e s s s sbbbban s s e s s s s sabbbanasasseens 64
1= 1Nl 0] N TS RRRPONt 65
CONTRACT CHANGE ORDERS GETTING STARTED ......ciittttttittieiiiiiiitieeeteesiaitbttesssesssaisssraessesssasssssesssesssssssssssssesssnins 66
CHANGE ORDERS HEADER ..ttviiiiiiiiiiiiiii e e ettt s e et sttt e e s e et seab bbb e e e s e e s s e bbbt e e e s e e s s aab b b ae s e e e s s e bbb baeesesssesabbbaneeeseeasas 67
CHANGE ORDER ITEMS FOLDER .....cccviiiiiteie e ittt e ettt st e ettt e e e ettee e s st e e s astae s e saaeaessbbeeesastaesesabeeassssbeeesanbessesnrenas 67
Change Order TTEIM TaAD ......o.oiiiie et bttt ettt e b sb e b e bt be e s e et e sbesbe b e e st ene e e eneas 68
N OLo] a1 = (o L =10 (T I 1« IR 69
CHANGE ORDER TIME ADJUSTMENTS . 11tttttiiitiettttttieeessiestetetssesssasssssesssesssasssssesssesssaissssssssesssasisresssessssimssssssesssnis 69
CHANGE ORDER EXPLANATIONS ....uutttitieeetsiitittttesesssesbesetssesssassbasesssesssasssstesssesssassstasssesssassssbesssessssssssrssssesssains 70
CHANGE ORDER TRACKING ..11ttiiiii it iitttittte e e e s it bttt e s s e st seabbbaasesesssasbbabaeesesssasbbe b e sesesssasbb b baessesssabbbbaassasssesabbbaseeesseasas 71
SAVING CHANGE ORDER ....uuttiiiiiiiiiiititiiieeessiitbstesssesssebbtsasasesssebbabasesesssabbabasesesssasabbbaeseesssasbbbbaassesssesbbbaseeassseas 71
CHANGE ORDER REVIEW/APPROVE . ......ciittieeiittiteietttesstttessitttsssastsasssabesesasbassssabesesssbbsessasbassesbesssssbbasssasbessssarenas 71
DELETING A CHANGE ORDER ....uuuttiiiieiiiiiitititieesesiiitissesssessiaisbssssssesssassssssssesssssistssssssssssissssssssssessiassssssssesssnsssnes 72
SAVING A PSR .ttt e e et e b e e e e e s e e b e e e e e e e e s e E L a e e e e e e e e bbb r e e e e s e e rreraeaaaas 72
CHANGE ORDER EXAMPLE — NO ADDITIONAL COST CHANGE ORDER ......cccuvviiiieiiiiiiiiieiee e sssiiiieee s e sssnsrsessessenns 72
VIl STOCKPILE MATERIALS FUNCTION ...ttt svae e s s enae e enes 76
STOCKPILED MATERIALS: GETTING STARTED ...ueiiiitiieiitteieeitieeeeetteeessateeesateesesaaessssssessssssassessesssssssesssassessssssens 77
GETTING STARTED...cciitttieitteeesitteteeeteeessbaeassassessaasaesessabeeesaataeseaassesessabeeeeassaesesseeeesssbeeesansaesessbenessssbesesantessssnrenas 78
REPLENISHING A STOCKPILE ......uuutttttieeiiiiittttttessssieststesessssiaisssstsesesssassssesssessseisssesssessssissssesssessssissssssessesssossssnes 79
CLOSING OUT STOCKPILE MATERIAL BALANGCES: .....coictttiiiii ettt ettt e e s e sttt e e e e s e st b a e e e e e s s ssabbbaaeeeeeeias 79
PAYMENT PROCESS FOR STOCKPILED IMATERIALS ... uvvtiiieieiiiitittiieeeessitbtrieesesssebbasesesesssessassessesssasssstesssesssasssnnes 79
VIII. CHECKLIST SCHEDULED EVENTS AND DATES ...ttt 82
IX [N B AN I =S TR 84
KKEY DATES: GETTING STARTED ..uttitiiiiiiiitttttieeeetsiisbbtttssssssiaabssssssesssassstsasssesssssissbasssassssissssasssssessisssbssssssesssasssnes 85
TO SCHEDULE A KEY DATE: ..ttttiiiii ittt ie ettt e e e e e e e e et s e e e e e e e s s e bbb et e e e e s s e sab b b e beeaesessab b bbb e e e e e e s sabbaaeeeeas 86
TOENTER THE ACTUAL DATE OF A KEY D ATE 1 tttiiiiiiii ittt ettt et bt e s e s st b e e e s e s s s st bbb e e e e e s s s naaaraeee s 86
O N o) = N =y =N 4= 7 5 1 =SSP 86
TO CREATE A NEW KEY DATE .. ttiiiictii ittt ettt ettt e s ettt e e et e e e s eab e e s e asbae e e sabaeeesebaeeesaabeeeesabaeeesbbeeeaasaeeeesnres 87
X. CONTRACTOR EVALUATION . ...ttt ettt e e s svae e et e s eenaee s s svenassebaeeesnnes 90
CONTRACTOR EVALUATION GETTING STARTED ...iiiiiiiiititiiitieesieibttieesesssesibtbesssessssssstraessesssasssssssssesssessssrssssesssains 91
XI. MASTER LIST MAINTENANCE FUNCTION .....coioiiie ettt sttt 95
DAILY WORK REPORTS VENDOR IMASTER LIST ...utttiiiiiiii ittt sttt e s s e sttbae s s e e s s s sasbbaaaeasesssasbbanesesesssasnnnes 96
FUNCTION 1 — MAINTAINING VENDOR MASTER LIST 1eiiiiiiiiiiitiiiiie ettt ettt et baas e e e s s s sabbaba s e e e s s senaanns 96
e o [T o ST oT=T V7S] S 97
e o [T o T =T 1o 1T S 97
AAING EQUIPIMENT. ...ttt ettt b bbbt bbbt bbbt bbbt bbb bt 98
Changing an EXISTING TTEIM. ..ot ettt bttt b et 98
FUNCTION 2 — MAINTAINING CONTRACT MASTER LIST .iiiiiiiiiiiiiic ettt ettt e e sibban e s e seabbana e s e e s s sennanes 98
Adding a Resource t0 the Contract VENAOE LiSt.........couoiiiiiiiiiieii e 100
Adding all Resources to the Contract VENOE LISt .........cccoiiiiiiiieiineeieieee e 100
Removing a Resource from the Contract VeNdor LiSt ..........ccoiiiiiiiiiiiiie e e 100
Removing all Resources from the Contract Vendor LiSt..........cccoiiiiiiiiiiiie e 100
XIlI. STAND-ALONE FUNCTION ...ooiiictiie ittt etee e ettt e s st s ste e e s s ette s s saatanessabaeessbaeeeens 102
(D1 TNl 0] O 103
GETTING CONTRACT INFORMATION DOWN TO THE “PROJECT MANAGER’S” WORKSTATION. ..vvvvviieeiiiiiiieieenn, 103

January 2010 Page 3



Florida Department of Transportation

Trns*port SiteManager User’s Manual Contract Activation
Function
WORKING IN “STAND-ALONE” IMODE. .....uiiiiiitiiiiitiiee ittt e eetee e e et e e aetbeeesattaeeesbaeeesstbeeeaaateesesbaeeesatbeeesasreesesasees 107
MOVING INFORMATION BACK TO THE NETWORK SERVER. ......ccciitiiiiitieeeiitieeeeetteeesitreeeesteeessssessssrbeeessnseesssnnees 108
GETTING INFORMATION ON WHAT HAS BEEN PIPED TO INSPECTOR’S WORKSTATION ......veeeiiiiieeeiiieeecreeee e 110

January 2010 Page 4



™

| ’Consructlon Management System -

Florida Department of Transportation
| o 1o a AN |
* ? () Y 4
3309 HANU990
I. Contract Activation Function

Release 3.9b

January 2010



Florida Department of Transportation
Trns*port SiteManager
Function

User’s Manual

Contract Activation Getting Started

Contract Activation

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 wiork. Plpellne and Contractor Change Civil nghts[+] b aterialz
Feportz(+] Zip[+] FPaymerits(+) Orders(+] I anagement(+]
@ ﬂ SiteManager Panel
I ain Parnel T Contract Administration[+] r Contract Records(+] |
Acceszones(+] Syztem ?
Administratior m ﬂJ E?
Reference Contractar Feports [Cas+]
Tables(Ca+] M anagement(+]
¥4 SiteManager Panel
ain Panel T Contract Adriniztration]+] T Contract Records(+]
,?/ Mijgstone R
T2 5 14 &) N
W Milestones Prajects Categories Items Contract Contract
Funding Authority
& =\ T
- By L
Key Dates Checklist Checklizt Event Permitz Cormezpondence Flan Stockpiled
Scheduled Dates Lag Dizcrepancies I aterialz
Events
Force Accounts Dezign Dizputez/Claimsz D55 Contracts
Ealuation

Select Contract Records from the
Contract Administration panel; then
select Contracts from the Contract
Records panel.

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.

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

I AASHTD SReManager
Bl G Gervees pondow e

EREE? DFSaE @

mmz:_

Description Lotsbon PameniDatn

CitealDaler  Pronay Pesstrcal  Prsa Cobiacln ' DOE Comme Thanng Plan

Contisct ID: ETESS Frd St/P1 Pri Nhe: _
Stotus:[Fores =] Primasy PCH: [3057
Distriet:[TT ». ResidYaud [ =] Field:[ =]
Progess Sched: | Vasionce Pet: [ 00
THE HIL STRIFING julh
=l BidDaye[ 500 Bid Amt (5 I NE]
= [ Fed Ovorssaht
(U7 P [ e——r—r—— = [ Lecal Ovessight
Proporal Fund Tepe: |
Spec Y| 2000 Unit Systemc [Engich =] Suppl Spoc Bl Y[ 2008 an:[
Wage  [yyage Dcition ID Wage Decition Description Gend Wa Dewn 1D
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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 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

Bl Bt Gervoes Wrdow bl
Required Fields: R
Contract ID: System(key) Description Location © PaperentData - Cibesl Dates Pronasy Pessorcal  Prma Cortaclr | DBE Comme Thaining Plany
Prlmary PCN: SyStem Conlsact 10 1585 Feed SUPr Prj Wb fila
Wage Decision: System D o e B ‘“‘:‘j‘ . 3
m’Sd‘“” ETIC TRAFFIC STRIPING VMMW ::I :
lnuu::’Tr_H.:f: x| BdDape[ 1o DidAme[ smosE
If you are ready to activate a contract go to the e 3 Mol
Description tab and perform the following Propasal Fund Types |
. Spee Y[ 200 Unt Systom: [Trzin =] Suppl Spec Dk Y[ 2001 ao:
functions.
:::;“ ‘Wape Decisan 10 ‘Wagn Decizion Drsciption ol WgDean I
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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[FIAASHTO SiteManages

Be B gervoes wedow el

o

EFETE [y )

=
1. Check for the proper Contract

Deserghion

Location  PamentDus =~ CricslDslatr  PrayPetoreal  Prme Cosaclr  DBE Comed © Tesing Plan

Contract 1D- ETEAS

CO u nty . Location: i_'ulre Hoad

ahbc [ 0 ] i [00000 000 -

2. To add a new Contract County, Gt i e T gy T —
place the focus in the lower portion of | ™=, S e =
window by clicking the mouse in the =
. Contract County Primary County
area. Then press the New icon to g 4
. TATEWADE =
insert a blank row. Use the search AT r
ARATER C

lens to select the desired county to
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
Contract ID: System(key)
Liguidated Dam Rate Amt; FDOT
Auto Liquidated Dam: FDOT
Trgr Pct: FDOT
Retain Stkpiled Ind: FDOT
Unlimited Escrow: FDOT

2. The Contract Limit Pct. is the allowable
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.

Leave the Contract Limit Amt. blank.

AASHTI Sl lanager

FeE e >
Dergion | Lecaion Payment Dats ~ CiticalDaies * Primay Poioreel  Prime Contracios ~ DBE Coned * Training Plan
Contiact 1D F1E&5 Cunrnet Comtract Aot FTROTNG
Generate Ext] Day- [ Conkrack Limit Amt: 500 Licquidated Dam fate Ant: | oa

Cordract Lima Pot: [T

_ HE TAINAGE
Rl F

Generate Evi2 Day [ ™ Auto Ligudated Dam

™ Price Adgel Ind

™ Secuiles Allowsd I Mz Escrow Aml | s

fiotanage Changes:
Woark Compl Uasis
R 4 PLACE

Lump Amt Tig Pet  Tige Dase

EHect Date  Pot Pet Dase  Max Pot  Max Ast

3. The Liquidated Damage Rate Amt. is by default set to $1.00. You will need to check the contract and
determine the correct LD amount to be entered into this field.

3-4.1f you entered an amount in the Liquidated Dam Rate Amt. field then you will need to check this box if
you want SM to apply LD’s to your estimate. If you do not want SM to apply LDs, then do not check this

box.

4.5. If fuel adjustments are to be paid to the contractor then the Price Adjmnt Ind check box must be
checked. In most cases this will be checked. You will need to check your contract to make sure the
contracts meets the requirements for the adjustments.

5.6. Make sure the Unlimited Escrow and Retain Stkpiled Ind under Retainage are checked.

6:7.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
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Contract Activation

FIAASHTO SiteManager

- - Elle Edit Services 'Window Help
Required Fields: ELE R eI
Contract ID: System(key)
. Description Location Payment Data Critical Primary Prime: DBE Commit ~ Training Plan
Lett|ng Date_ System Dates Personnel Contractor
Award Date: System S —
Execution Date: System Critical Dale Description | Actual Dale | Required to Activate| Required to Finalize -
Notice to Proceed Date: System weling Oate iz
Amard Date 06/01/94
Signed Date 00/00/00 N N
Execution Date 09/04/34 A N
H H Notice to Proceed Date 00/00/00 N N
The Crltlcal Dates Tab Contalns mOSt Of Price Adjustments Baze Date 00,0000 N N
the important dates that will need to be kept | [crecezauioFieldnae 007070 N N
during the life of the contract. Some of [ e e s : : L]
H Ciitical Date Description: ILellmg Date
these dates are CalCUIatEd aUtomatlca”y by Actual Occurrence Date: IU4./‘2?fS4 'R ired to Acti IR ired to Finalize
SiteManager and will not have to be Distribution List: [ Recipient ID:[

entered by any user. Three dates should
already be populated by the system upon
the contract entering SiteManager. They

Message Text: ﬂ

are Letting Date, Award Date and Execution Date.

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

If the Execution Date did not transfer, 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 search lens on each field.

+ If you select a group of users or a single user then you can enter the text of the message that you

wish to send at the time of saving

Press the Save icon on the toolbar.

this information.

[ AASHTO siteManager

Flle  Edit

Services Window  Help

NOTE: See Attachment “A” at Z&

IR

ontracts

end of this section for a list of

ipion~© Lacation ¥ PaymentData ° Cilical Dates

Piimary Fiime Contractor ~ DEE Commit ° Tiaining Flan

the Critical dates along with a
description and the Office
responsible for the entering of
the dates.

Primary Personnel Tab

Required Fields:
Contract ID: System(key)
Project System
Manager:
Project System
Engineer:
January 2010

Contract ID: [ETESS

Project Manager: Sl |

Praject Engineer: [l I

Contract Designer: |

Contract Created By: |

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

‘Work Progress Behind S chedul

’7 User ID: Distribution List: [

Distribution List: [

Civil Rights Exception Report
’7 User ID:

When the contract is transferred from LAS to SiteManager the Project
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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.

Ol Lt gervces Wedow sk

Prime Contractor Tab DRER DESsaE Cop
ru.lm.n. _ _ _ _ i _ _
ReqUIrEd FIe'dS Diescriphion Location Paymeni Data Crticgd Dales * Primary Persorrel E:‘:_ DBE Commit Trairing Plars
Contract ID: System %ﬂfm—mWW e
Max Subcontract Pct: ~ FDOT [ Romies Poimwesks T | MxSubconoct Per[ 00 % Subsoniactors Poi
Subcontractors Paid: FDOT o RN R e Fow
. 3 ittt s e 00000
Prime Associates: System O P Cnttr [ -

Prime Contacts: Conlact Mame Contact Type Wses id

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 may 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. This information should have transferred into SM when the Contract was transferred
from LAS to SM.

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.
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Prime Associates
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 at this time.

) ) SiteM anager |
Activating the Contract

If you have entered all required data, you can go back to the @ Contract is Successhully 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.
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Adding Associates to a FsiteManager Panel
Ven d or Main Panel T Contract Administration(+] T Reference Tables[Ca+) |
Required Fields: ﬁﬂ =
Vendor ID: System(key) . Hizr;l[réasc[i] M;zr;t;an.lc;art[*.] Reports (CA+)  Process List
P siteManager Panel
1. Using the SiteManager Min Panel | ConbactAdviristationts] | 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 I
Table (CA+) icon.
3. Double click the Vendors

icon. The Vendors
Description tab will be
displayed.

b s

Interface Load  Administrative
Mezzages Offices

&\

D efault Checklist Default
Events Liquidated
Damages

Item Master  Funding Sources

Default Critical
Dates

Default Key
Dates

==

Factar: i;!
Yendors

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

Ble Edk Serdoes Window Help
mMELE DEE gR

-
L

Pesorred Fise Cordacl: Assocales Seculy Secule
Count 5

Voo 1D ﬁ§'w.m:b‘m)1 Shusl Hame:  [FIERILAN EAVGLE

Assouialn Sharl Nams Associale 1ype

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

2. Press the New icon on the toolbar to add a blank row.
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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 Administrator 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 Cantract Adminishation(+] 1
T4 x
DailpWok  Fipelineand  Conbiactar Change  CivilRightsl+)  Materiaks
| Fenortsis) ipl Papments(+)  Ordersi+) Management(s]

M siteManager Panel

Contract Administration(+) |, Contract Records(+) ]

i ) ]
Reference C Cortractor  Reports (CA+]  Procass List

Tables(CA+) Managemeni(+]
SiteManager Panel

Main Panel

Main Panel 1 Contract Administration(+] T Contract Records(+]

T 5 @ &9 B W B

Contracts Milestones Projects Categories Items Contract
Funding

% E B % M MW @

Fey Dates Checklist Checklist Event Permits Comespondence Plan Stockpiled
Scheduled Dates Log tdaterials

iscrepancies

Disputes/Claims D55 Contracts

Ewvents

esign
Evaluation

3. Double click on the Contract Authority Icon.
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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:

User’s Manual Contract Activation

FaasHTo siteManager [_[5]
File Services ‘Window Help
mEe? Ds
P contract Authority M=l
User Identification
User ID User Mame ‘ co Do RO FLD o
alliff, Joyze
KHAIMDR Rampt, Dorathy Mo 07 14
ad218ck Fnight, Rocky Tranfered Mo 02
ad218th Hancock, Robert Ma 0z
ad218sm tott, Stephanie, Transfemed Ma 0z
ad 303 Rodgers, James b, Mo 03
bu218lg Green, Linda Mo 02
cnl0Baj Jordan, &my Mo 0
chl0Bbm Monkelbaan, Brian Mo o1 j
Contract Authority Assignment
Group Description Office-wide  Contract Id Contract Description Authority Authority
Access Start Date End Dt
iteManager Inquiry Group |7 |
|_ ER-A-1-4 fraom Hutchingon House W, to Mani|5mr2004 13424
| ) ou [ SR 45 (LS 41) 12 03 10:07
itehdanager Inguiry Graugp ER T8 (FINE ISLAMD RD) ﬁzn B2005 11:0¢
Stehfanager Inguiry Groug |- ISR 659 (COMBEE RO 52004 11:18:
iteManager Inquiry Group |_ ER 62 [Fi20/2004 16:32
itehanager Inguiry Graup T R 834 (-75) 112411/2003 10061 2029/2003 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.

Authority End Dt — Indicates for specific contracts the date and time when contract authority
was ended.
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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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Attachment “A”

Critical Dates

Data Type | CODEID Code Description Definition Responsible Party
CRITDATE | ACPT |Accepted Date Not used By FOOT
CRITDATE | ADIC |Adjusted Completion Date Used only on Calendar Day Contracts
CRITDATE | ARCH |Coniract Archived Date Date coniract was Archive District Final Estimate
CRITDATE | AWRD |Award Date Date contract was Awarded From LAS
CRITDATE | BKDT |Contractor Bankrupicy Date Date Automatically populated by system
CRITDATE | CKDO |Checked Out toField Date Not used by FOOT {initialy for SitePad)
CRITDATE | DFLT |Contractor Default Date Date Automatically populated by system
CRITDATE | EXEC |Execution Date Date the Contract was executed From LAS
CRITDATE | FMEX |Assigned to FieldManager Date Not used by FDOT
CRITDATE | FREL |Contractor Final Release Date Not used by FDOT
CRITDATE | LETD |Letting Date Date the Contract was let From LAS
CRITDATE | NTPD |Natice to Proceed Date The date the Contractor can begin work PA/District Construction
CRITDATE | OFTF  |Open to Traffic Date Not used By FOOT
CRITDATE | ORGC |Original Completion Date Used only on Calendar Day Contracts
o Date at which any item price adjustment is based normally same as| _
CRITDATE | PAB  |Price Adjustments Base Date e District Construction
letting date]
CRITDATE | SIGN |Signed Date Not used by FDOT
CRITDATE | SWKC |Substantial Work Complete Date Not used by FDOT
CRITDATE | WKBG |Work Begin Date Contractor begins physical work on Contract PA/District Construction
CRITDATE | WKCM  |Physical Waork Complete Date Not used by FDOT
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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 T Contract &dministration[+] ]
M @ B X
Draily \Wfork PFipeline and Contractar Change Civil Rights(+] Materialz
Feports(+) Zipl+] Payments(+] Orders(+) Management(+)
ﬂ SiteManager Panel
o
Oé tain Panel T Contract A ] T Contractar Management(+] |
A ies(+] Syst =
ot 2 | o8 &
Fieference Contract jl Fepoits [Ca+)
Tables[Ca+) Records(+] |
ESileManagel Panel
b ain Panel T Contract Administration[+] T Contractor M t+]
: = =
= $ s
Construction Frogress Subc cts Contractor Document Contractar Contractor
Conference Schedule Payroll Submizsion E valuation Paproll Load
S
Drocument
Submission
Review
Description Tab
File Edit Services ‘window Help
Required Fields: RSN -2 = T
.
ContraCt ID SyStem(keY) "Descliplion T Iterms Contract ID - W
SubCont Nbr: System —
SUbCOﬂtI’aCtOI’ System SubCont Mbi: |S001 Parent Subcont Nbr: Supp/Hauler Ind [
. Subcontractor: [CONCRETE PAYERS, INC. Contract DBE Geal Pct: |00
SUbCOﬂt Type System SubCont Type: |User Defined ﬂ DBE Type: |Dn|_l,l DEE j Yerified Payment Amt:
Work Type: FDOT Work Type: [Hot PlartHied Biumi] Cert Type: | ’VL'“HDD Total: [00
Approval Date: [08/01/94 Pct Twids DBE Goal: [100.00 Fed Supp/Haul Fund Pct: |00
Amounts  Pct of Total S5ub'd  Pct of Total Contract
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| [ TE 0 F W C 9%
. Total Original Commitment: .00 .00
the SerVICeS menu SeIeCt Choose Keys to Total Current Commitment: 1,950.00 4.82
locate the appropriate contract. Total Allowable Max (non-spelty): [ 19.606.05 43,00
Total Towards Max [non-spclty): 1.950.00 4.82
SubCont Nbr: Use up to four digits as the fotalSpely heonuacte S = —
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. 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.

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

3. 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.

3-4.SubCont Type: Pick the one that most closely fits. This is only a description field and does not affect
how the subcontract is calculated.

4.5.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.

5.6.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.

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

#8.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. You will not be able to show
work against the sub until the Approval Date has been entered.

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

9.10. 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.

40.11. 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 Hslp
Prj Nbr: System(ke M7 Dee Y HE|C
Y)
System [ e [ Contiact D : [E000Z Subcontract Nbr :  [5001
Llne Item System [ Project Mumber [ Line Item|  Item Code Units Type | Specialty Short Descriptio
. 9 0400 033 2 h ASPH COMC TYPE 5
Quantity: System
Unit: System
Price $: System
« | 2
Pij Nbr: Iﬁ30-33m Line Item: IU4DU Supl Desc: |
If no blank line appears in the upper portion of Quantity | Unit | Price $ | Amount §
- - . - Contract Bid: | 26.000 |TON 100.00000 250000
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 [ToN =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.

2. 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.

w

3. 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, you should not use the item
tab to enter the item and unit price. Follow instruction 11 associated with the
Description Tab directions above.

3.4.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.

4.5.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.

5.6.Save the information entered.
6-7.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.

January 2010 Page 22



Florida Department of Transportation
Trns*port SiteManager User’s Manual Subcontract Management

Function

If additional subcontracts are desired, return to the Description folder tab and select the new icon.

Adding Pay Items to another SUB

If you have already added some pay items to a Subcontractor and that Subcontractor is not able to
perform the work, you have two options in SM. SM will not allow you to add a new first tier Subcontractor with
the same pay items that have already been shown against another Subcontractor.

1. If you have not already paid on an item to a Subcontractor, you can delete the pay item from the initial
Subcontractor and then assign it to a new Subcontractor that you created in the above instructions.

2. If a partial payment has been made on an item, then the other way would be to add a second tier
Subcontractor to the parent Subcontractor that the pay item is attached to and add the pay item with
the remaining quantity to the second tier Subcontractor at the same or a new unit price.

NOTE: At no time do you need to change the Units of Measurement for a pay item just to
get the pay item associated with another Subcontractor.
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Daily Work Reports Getting Started

This function has replaced our need for the Daily Inspection Reports we previously used. However, there
may be certain contracts that are not in SM and will need to be tracked by the use of the Daily Report of
Construction form 700-010-13 in the forms library. Currently the form is in PDF, HTML or Word format. The
Inspector can download the Word format form to their laptop and fill the report out in the field. This DWR is
essentially a paper form and will need to be input into the current EDMS system.

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.

Main Panel T Contract Administration]+) ]
& 2 o
4 @ m X
Daily wark, Fipeling(+] Contractor Change Civil Rights[+] b aterials
Feports[+] Payments(+] Orders(+] I anagement[+)
|
g o _ _
Arcessones(+] Syzstem M anualz(+) hiainlzonc) T Daily Work Reports(+) ]
Administration(+]
Diary Histaom Diary Iten; - DWwWR Eon_t;; Item - D'wWH Template
Adjustrents Template ['wWH Template  Uzage Report
Process List Reference
T ables(DwF+]
DWR Info. Tab
Ele Ede Sonwes Windmw Help
Required Fields: HisE 210 = o WmE
Contract |D: System(key) W Info. Contiactors T CometEqub. Dy Sl Wk, Ineins T Tolce Account
DWR Date: System Contract ID: E1C45 Inspecton:  [Lovell Fary
DWh Date: | 0212375
Inspector ID: System(key) e T —
High Temperature: FDOT Autbosizet i~ Mo 0 = Al =l
. Authorized Date: [0700700 Low:[ 0 =1 | 20
Low Temperature: FDOT i e e
. - Suspended Time: 0000 -
A.M. Weather Conditions: FDOT i henomed e, T3]
P.M. Weather Conditions: FDOT re—s =
Remarks in General: FDOT Al Woathor Descrp
Claim lssuos ﬂ J
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
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off the DWR Date field. If this is not your first DWR for this contract, then you will be asked to copy
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 Items Installed”, "No Contractors On Site", and "No Daily Staff On

Site" appear as though they need to be checked by the user when recording information on the DWR
Info. tab. Actually they are automatically checked based on information entered on the other DWR
tabs and the user should not make changes to 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.

P AASHTO SiteManager
Fle Edt Services Window Help

R AR IEEE

Contractors Tab

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.

FlDaily Work Reports [_[o]x]
T DwRlInfo. Contractors " Contractor Equip. Daily Staff otk Items Force Accounts
Req U | red F ieldS : Contract ID: [ETES Inspector: [Lovelt Kathy  Date: Wmn _ _ ___

Contractor Supervisors Workers His Worked

Contractor ID: System(key) AMERISEAL NORTHEAST FLORIDA, INC. ~ FRIME ~ o

Inspector: System(key)

Date: System(key)

Contractor: System SR werked

Supervisor/Foreman FDOT Ferenan. 02 | &0

Name:

Hours Worked: FDOT

Personnel Type: FDOT lPersonnel Type Pacsans ortad Hous
Common, Day = E zo00] 16000

Nbr of Persons: FDOT

Hours Worked: FDOT

2. DO NOT try 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.

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.

4. 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

January 2010 Page 27



Florida Department of Transportation
Trns*port SiteManager

User’'s Handbook

Daily Work Reports Function

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.

A contractor must be selected and shown here if items are to be entered on the Work ltems tab. SM will

not let items be chosen when no contractor has been included on this tab.

procedure in Step 1 of this section.

Add any subcontractors to this list who are working on the project for the day of this DWR. Follow the

NOTE: When you add Superintendent and Foreman, you only need to bring them into one

group, either the Supervisor group or the

Personnel group. A problem arises when they

are shown on both groups. Sometimes SM will double the reported Superintendent or

Foreman quantity.

Contractors Equip. Tab

I AASHTO SiteManager
Ele Edit Services Window Help

Required Fields:
Contract ID: System(ke
Inspector: y)
Date: System(ke
Equipment ID y)
Description: System(ke
y)
FDOT
Nbr. of Pieces: FDOT
Nbr. Used: FDOT
Hours Used: FDOT

N EIEEET ==

EDaily Work Reports [_[O]x] l

DR Into.

Cantactars Contractor Equip.

Contiact ID: [FTE45 Inspector: [Lovet, Kathy

Daily Staft

Date: |02/14/05

work lbems Foree Accounts

Nbr_of
Supervisors

Mbr of
Workers

Contiactor

ICon Hrs Worked

004 AMERISEAL NORTHEAST FLORIDA, INC

* PRIME [

Nbr. of Nbr
Pieces Used

= i [

Equipment ID - Description |
gen-07  Backhoe

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

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.

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

DO NOT 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.

I ARSHTO SiteManager
Fle Edit Services Window Help

ELLENERTEE

EDaily Work Reports _ (O] x] I
D'w/R Info. Contractors " Contractor Equip Daily Staff otk Iteme © Force Accounts
Contract ID: [E1E45 Inspector: [LovattKathy  Date: [12/14/05
Staff Member 5/C Work Reg. or Starting | Ending
Code Hours Hours Vehicle ID [Mileage | Mileage
lan Bryant - PE. Ei 5,000 i 0038 135000 13550
Blle Forget =5 5000 T I R
blvin Shating =t 4,000 |

0045 BO.000 80,062
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Work Items Tab

P ansSHTO SiteManager
File Edt Services ‘Window Help

|EREE @ &=
Requnfed Flelds- Fpaily wWork Reports [_TO] =]
DWH Info. T Contractors “" Contiactor Equip. Diaily Staff " Work ltems FoceAccounts
Contract ID: SyStem(key) Contract ID:  [ETE45 Inspector: [Lovelt Kathy  Date: [02/14/05
Inspector: System(key) T e e e
. Number Item Code  pescription Instld Description 1
Date: System(key) 40343755201 [0S bz 14 [TRAFFIC CONTROL ¢ I
Placed Qty System 40343755201 [D010 0300 o711 3 24T MESSAGES THERMOPLASTIC (ml
) [oms [o300 o1 DIRECTIONAL ARROWS  THERMOFPLASTIC Im|
Contractor: System G020 G300 71 51 [BUIE LES [THERMOPLASTIC) (WHITE) (|
0025 [0300 0711 5 2 [BUIDE LINES (THERMOFLASTIC) (YELLOW [
Location: Syste m 0030 [0300 0711 31 TRAFFIC STRIPE SKIP (THERMOPLASTICICAHITED Il
0035 [0300 o711 32 TRAFFIC STRIFE SKIF (THERMOPLASTIC)(YELLOW) | —
o040 [0300 o711 33 TRAFFIC STRIPE SKIP (THERMOPLASTIC)  QAHITE) |
0045 [0300 o711 34 TRAFFIC STRIPE SKIP (THERMOPLASTIC)  (YELLOW) |
[oos0 [o300 [o711 3561 [TRAFFIC STRIPE SOLID (THERMOPLASTICIOAHITE (B [ |
Remember Work Iltems cannot be o055 WG] [O7113581  [TRAFFIC STRIPE SOLID P
(THERMOPLASTICAHITEN (89 | [
i [00E0 [0300 071135121 TRAFFIC STRIPE SOLID (THERMOPLASTICIWHTEN (127 [ |
ente red If there haS not been a (0065 [0300 071135181 TRAFFIC STRIPE SOLID (THERMOPLASTICIWHITEN (187 [ |
contractor Chosen for the day o300 [071135241  [TRAFFIC STRIFE SOLID (THERMOPLASTIC)WHITE) (247 [ |
0075 [0300 7113661 [TRAFFIC STRIPE SOLID (THERMOPLASTIC)(YELLOWC 6"
o020 [0300 07113681  [TRAFFIC STRIPE SOLID (THERMOPLASTICI(YELLCWC 8"
The ||St dISplayed here is the Contl’aCt 40343755201 0085 0300 0711 36181 [TRAFFIC STRIPE SOLID (THERMOPLASTIC)(YELLOW)(18 [ =
. . . 4 | _>|J
pay items that were included in the

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.

3 AsHTO SiteManager

Once you have highlighted the He et srwes window e
appropriate pay item, either use Services EEEF D 9d O[s<Er
— Record Work Item or the Record vy work Reports . : : LI
. 1 D'WR Info. [ Contractors: " Contractor Equip. [ Daily Staff Work Items Force Accounts
Work Item icon from the toolbar or
double CIICk the |tem tO dISp|ay the Contract ID: [E1E45 Inspector:  |Lovett, Kathy Date: |12/14/05
indo here work will be reported Project Nbr: [ 40345755200 Line Itm Nbi: | 0005 ltem Code: 010214 Category Nbr: | 0300
wi W W W Wi p . Jtem Desc: [TRAFFIC CONTROL GFFICER Unit Pricez] 410000
Ebuily Work Reports
DWR Infa. | Contractors * ConiactrEqup. Daily Stalf Y Work ltems Force Accounts Qty Reported to Date: [ 0700 Qiy Authorized to Date: (00— Units TWEIIW
Qty Installed to Date: [T} Bid Qty: [120.000 Pay To Plan Qty: []
Contract [D: [E1ESS Inspector: [CaterSteve  Date: [I8/21/09 " QuPaidtoDate: | 000  Cument Contiact Qty: [20000
Project Nbr: | 4054555201 Line Itm Nbr: | 0005 Item Code:10214 Category Nbr: 1300 “[Location Installed Placed Oty. Flan Page Number _[Templt Used
Jtem Dese: TRAFFIC CONTROL OFFICER Unit Price:| $10000 | T N
Supp Desc 1:
Supp Desc 2: 2000 Plan Page Nbr: 0 Contractor: [AMERISEAL NORTHEAST FLORIDA, INC, = PRIME = -
Qty Reported to Date: 0,000 Qty Authorized to Date: {0.000 Units IWEW " Location: [Foadway Measured Indicator: [
Oty Installed to Date: 100 Bid Qty: 210000 Pay Ta Plan Qty: [ _ Station Dffset Distance Statian Dffset _Distance
Status: IKctive Qty Paid to Date: 000 Current Contract Qty: (210000 + 00 | oy +l )| I 00
Material Ingpection Detail
Loc Seq Nbr |Location Installed Placed Qty.  [Plan Page Number Templt Used Tponent Cont Est Matrl Oty Satisf Repr Matrl Oty Reprt Matrl Gty Matrl Unit

Placed lle:| SDED-D Plan Page Nhr:l [ Contractor: |AMERISEAL NORTHEAST FLORIDAING ** PRIME * j
As Built Qty: 100 Loc Seq Nhr:h_ Lacation: song pro With the Work Report window dISpIayed, make sure

Station Dffset Distance Station Difset Distance

Measured Indicator
{FY ) the middle of the window has the focus and then press
| o[ o [ 0l o [ W the New icon on the toolbar to enter a new location to
Material Inspection Detail

G..
Material Component Cont Est Matrl Ofy  SafisfRepr Matrl Gty Reprt Matr| Gty Matr| Unit report Wor.k' Work Wl” be reported by Iocation 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. This
guantity is what is paid for on an estimate.
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As Built Quantity -- This column is a field that will be used to record the As Built Quantity on the work item
record. This field is informational only and does not
affect estimate calculations.

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.
The Measured Indicator is used to indicate that a placed quantity was either measured or not measured.
The default is N. You will need to select which button is correct for the quantity you submitted. If you field
measured the quantity, then select Y for yes or N if you did not field measure the quantity. For example, if
you counted the quantity or kept field records for the quantities, then this would be a Measured quantity.

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 previous system and SiteManager is that in SiteManager a DWR is by
inspector with multiple contractors while our previous system required you to complete a daily for each
contractor being observed.

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 previous Daily Inspection Report and this one contained within SiteManager is
that previously an Inspector had to complete a Daily Inspection Report for each contractor being observed. In
SiteManager the DWR s 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 associated 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.
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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. Ifa
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

User’s Manual Daily Work Reports Function

PJAaSHTO SiteManager

il Edt Services window Help

LTI

PIDaily Work Reports [_[Of x| I
DWR Info, " Contractors " ConvactorEquip. Dialy Staff Work Items " FoceAccounts
Contract ID: [T1047 Inspector: [Lovett Kathy  Date: [02/14/05
Nbr of Nbr of Contractor

[Contractor Supervisors
K 7001 GCE SERVICES INC

Workers Hrs Worked

Supervisor/Foreman Hame
Missing Supervisors

@ Supervisors must be added to the master list before they can be recorded!

Hours

Worked

Hours

Personnel Type [ Persons [

Worked

Total
Hours

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.

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.

ESiteManager Panel E
Main Panel T D aily wWork Reports(+) ]
ESelect Contract Yendor Eﬁele( Contract Yendor
@Ennlraul D . ConlractID E1E43
) Wendar haer Vendor
Find : | tsl- Find: |
i Contract ID [ Yendor

Contract ID Yendor ID Fed State Proj Nbr  Status County Lvi2 Lvl3 Lvl4 Loca > E 20 L t]

v fiy _-- |te | |Bo-2556553 GULF COAST BORING & PIPELINE, INC.
093 VFE50334050001 042300400 ACTV 17 m 106 FROM PALERMD T |55'3[|‘12773 TRANS-PHOS, INC.
2102 V720636353001 07550671 ACTY m o 13 |-75 Peace River B |58-3324DZE FLORIDA LANDSCARE AND DESIGN
2m VFB40915605002 035155711 ACTY 17 m 108 AT BR # 170021 . 53:3471520 DO ROBINSON COMCRETE, INC.
2110371 VFE40915605002 19515570 PEND 17 m 106 AT BR # 170021 — | |VFOE0421150002 | CENTRAL FLORIDA HOT MIX THE LANE CONSTRUCTION C
2143 VFE32E51115001 10010447 ACTY 07 m 108 SR B0eastof CR: | ||VFR32871732001 |SENTRY BARRICADES, INC.

s [VFES0005286001 | SOUITHERN ROAD BUILDERS OF POLK

0K Cancel

A contract selection screen will pop up as shown in the screen below.
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Highlight the contract you want and press OK or double click the contract and the 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 ~ ESAEEEES

Eile Services Window Help

available for use, just press the Add All button R ]

and it will transfer over to the Contract Vendor M contract Master st o)l
List column. If you want to select certain records, | couseo: e Vendorb: foso05msIT  FoUTHERN RGO SDISERS OFFOLE i
you Can h0|d the SHIFT bUtton dOWn to Se'eCt a ’ % Equipment " Personnel " Supervisor " Staff Member

range of records shown in a row or hold the CTRL : _

button down to independently select records that | : o Bender :
are not shown in a row. After selecting the P ERTTTTEE— e R
records you want, just press the Add button and e T

the records will transfer to the Contract Vendor oen-01 Aopli Disiedo

List shown on the right hand side of the screen. TR ol

All entries moved over will have the Active box e adds

already checked. If you have some that are not 03 ok Add Al

going to be used for this contract, just remove the  [lai s < Romne |

check out of the Active box. To save the data, R S,

just press the icon that looks like a disk on the tool [j=ne  Biees

bar or go to File then Save. The Staff Member . | _|J o -
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

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.

ESiteManager Panel

Main Panel I Accessonies(+] ]

5@5 P | & 2 [ R - l

Contract Doaily whork. - =
Administration[+]  Reports(+] Main Panel T Accessories[+] ]
= =
» e ot
. REFIRTS w =

In-Box Distribution List ~ Custom List ~ ADHOC Query  View Saved
System Record Usage Tool Reports [PSR] HES

- Administration(+)

Process Status

Process List
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This will display the screen shown below.

P ansHTO SiteManager

File Edit Services Window Help
ENTE T

Name Type Description Autorun
TRMSDAR [Flug  [Feports |
TRNSDAU [Flug  [Update ]

SIk Wweb Reports  [Plug  [SIM “Web Reports L]
bdkAS [Plug  [Maintenarce MS L]
CopyContract [Plug  [Maintenarce CopyContract L]
MMMS Batch [Plug  [MMS Batch ]
"endh ast Plug  [Wendor Master List Load Ltility

TEST TRL [iwe ]

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.

astLoad (FrmMain) Florida DOT Construction Dffice

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.

Vendor Master Custom List Load Utility

FindYendorBy: " %endar Mame Load File Location
Select the method for searching the & Wendor Number [ 5 [aotvostpt0vappdsan 1 =]
vendor list by clicking on either Vendor
Name or Vendor Number. Select Vendor Humber [=
I [ cnaa2kl
In the area underneath “Select Vendor 010563973001 i’ G
Number” or “Select Vendor Name” pEC
(depending on which was selected 017585375001
above) type a portion of the number or 8322323‘;’ Maker MLt -
name to go to that area of the list. 0274513935001 setup32al bt :|
03-0373571 setgpSfla.txt
03-0293497 smini
Once you haye found the correct 33%0141”?205050300 e
vendor, highlight the name (or vendor 0d-3112211 i Smhelp hip hd!
number) and the appropriate :
informaZion will be zpr)lov[\?n in the area Vendor Name 15ty e
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 o e Exit
the middle portion on the right side of

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

Once you have selected all information press OK to continue and the window on the right will be displayed.
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This is to confirm the information you
selected on the previous screen and . .
will also show the Current Master Vendor and Load File Confirmation
Items for the vendor as well as the
Master Iltems to be Loaded.

Vendor Number |VF591 FA3951001

If everything looks okay press the Vendor Name [ ROBERTS CONTRACTING INC

Load” button. If you neeg to co“rrect P 1 985 FORD RANGER F/U R
something then press the “Back Ttems equp 10 1071991 FORD PASSENGER YN
button equp 100 1001934 GMC K2500 P/U 44

equp 101 101 1997 GMC K2500 P/ 44
equp 102 1021336 FORD F250 P/ 44 5C

Exit will take you out of this program equ 103 1031359 FORD F250 PULI ¢4 ST &

completely.

o h the “L q Load File wASiteM anager\Contractor Master ListsDistrict 330w Roberts
nce you have press the “Loa

button_iﬁ{)our ga_ta \(/jwll be Iﬁaded and Master Items to  [—-——— 35 FOR0 FATGER 77U r

you will be advised as to how many he Loaded equp 2 21334 FORD RANGER P/U

items were loaded and if some of the egup i i}ggi FSEB EEHEEE E,’:H

. . ) equp

items alr_eady EXI$ted on the vendpr S equp 5 51991 FORD RANGER P/ =

master list you will be notified. This

load program will ensure that no

duplicates (that is no duplicated Ids)

are loaded for the vendor. Back Load Exit

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.

I SiteManager Panel
Main Panel I D aily *#ork Reports(+] ]
= — 1
2
% P siteManager Panel [ x|
Coritract f Main Panel T Daily Work Reports(+] ]
Administration(+] e — e —_ e pr— 1
P siteManager Panel [ x|

Main Panel T Daily Work Reports[+] ]

i}

Accessaries(+] Sypstem E
Administration]+] ¥ == ==
Daily Woark Diary Diary Item - DWR  Conlract [tem -
Repoits Adjustments Template DR Template Usage Report
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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 you can see at the right, the report displays the inspector ID, DWR date,
whether the DWR is locked, whether the DWR is authorized, has the DWR been paid, high and low
temperature, AM and PM conditions, when work was suspended or resumed, whether daily staff was on
board, was work installed, and whether or not a contractor was on site.

ﬂ SiteManager Panel
Main Panel T Doaily \wark Reports(+] ]
&« B B ¥4 @ m X
Contract f Pipeline and Contractar Change Civil Rights[+] I aterialz
Adminiztration(+] Zipl+] Payments[+] Orders(+] M anagement(+]
E P siteManager Panel
tain Parel T Daily Work Reports[+] ]

Accessonies(+] System — [T ]
Administration(+] E IS
Diary Histary Diary Item - DR
Adjustments Template DWwWHR Template Usage Report
ﬂ 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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File Edit “indow Help
mEEE == r 4|

DWER History Work Item History

Contractor History

Contract 1D: |320002

RPT-ID: RDWRHCON SysTEST Florida SpsTEST DATE: 09/18/2000
USER: cn932kl Department of Transportation PAGE: 1of 7
DAILY WORK REFORT HISTORY FOR CONTRACT: 320002
GROUP BY DWR DATE
DwWR High Low AM PM
Inspector 1D Date Locked Authorized FPaid Temp Temp Condition Condition
cn3gzkl 091572000 Mo Mo Mo
Remarks: o ‘work Ma Mo Daily Staff  “Yes
Suszpended on Site:
Indicator:
Work 00:00 No Work ‘Yes
Suspended Items Installed:
Time:
Work 0000 Ho Contractor ez
Resumed on Site:
Time:
4 .4
ESileManagel Panel
Main Panel I Daily ‘Work Freparts{+] ]
- = I
Contract L Main Fanel T Daily Work Reports[+] ]
Administration(+] — = —. — — — i
E 2| ! Main Panel T Daily Work Reports(+] ]
A B : P
S P E : :
Daily Wark. ] History i ltem - DWR T Item - DWR Templ
ko ot Torn, OO Tone g e

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
guantity, from station, offset, distance, and to station, offset, distance.
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FI1AASHTO SiteManager

File Edit “Window Help
= AR
R Hiztan work Item History Contractar Hiztony
Contract 1D: I3EIDD2
RPT-ID: DWRHWIH SwsTEST Florida SysTEST DATE: 0971872000
USER: cn382kl Department of Transportation PAGE: 1 of 1
WORK ITEM HISTORY FOR CONTRACT: 20002
GROUF BY DATE
Line Project Cat Item Description Installed Qty Bid Qty Final G
ftem Nbr Nbr Nbr Code To Date
0030 19383815201 0o o102 75 SIGMS COMSTRUCTION 1] 3,360,000 jalalu}
[TEMP - POST MOUMTED]
D ate User ID Location Installed Contactor ID Reported Oty
10/20/1994 cn982kI Up the creek Cooz4:33008 30.0a0
Station Offset Distance Station Offset Distance
From: + ] a To: + 0 a -
‘— ﬁ

The last report available to you is under the Contractor History tab. This report is grouped by contractor and
then by date. This report displays contractor name, DWR date, user ID, equipment description, equipment

number, number of pieces, number used and hours used.
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FIAASHTO SiteManager

(=] ]
File Edit Services 'indow Help
DR S+ 2P
EHisloly I[=] E3
i D' H History whark, Itemn History " Contractor History

Contract ID: (30002

|»

RPT-ID:RDWRHEQP SysTEST  Florida SysTEST DATE: 09/18/2000
USER: cn982kl Depart tof T p i PAGE: 10of1
EQUIPMENT HISTORY FOR CONTRACT: 30002 e
GROUP BY CONTRACTOR/DATE
Contractor: &) CONSTRUCTION INC.

DWR Date: 10/20/1334

User ID Equipment Eqpmnt  Nbr Mbr Used
Description [} of Pieces Used Hrs

cnd82kl 87878 Roller 87878 1 5.000

DWR Date: 10/17/1994

User ID Equipment Eqpmnt  Nbr Mbr Used
Description 1D of Pieces Used Hrs

cn982kl 8787 Roller 87878 1 1 5.000 hd

4| | »
|Ready [Server [TEST [SMADMIN - [en332K

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

ESileM anager Panel
Main Panel T Doailyp wWork Reports[+] ]
Contract E! 3 Fipeline and Contractor Change Civil Rights[+] I aterialz
Administration(+] ] Zip(+] Payrnents(+] Orders(+) Management[+]
6/% E;h P SiteM anager Panel
. o : ol y ] M zir Parel T Daily Work Reports[+] ]
CCEIones|+ }lStEm anuals|+
Administration(+]
Daily whark, Histarny
Reparts
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
for each day. Only those Daily Work Reports
that have been approved by this process will be
included in the Estimate Generation process.

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
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.

FAAASHTO SiteManager

File Edt Sewices Window Help
By D= E

" Authorize | Charge

Contract 1D:

Diary Date: [ 00/00/00

s [ Autharized | zed Dale

Remarks:

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 Project Administrator can take the
approval off of a DWR and the Inspector can then make changes as long as the DWR has not been used
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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 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)

FIAASHTO SiteManager [_[5]x]
File Edt Services Window Help
- - [0 A=
Required Fields: Eiiory _ BEE
Authorize Charge
Contract ID:; SyStem(key) Contract ID: 30002 Date: [1072073%
Date: System(key) G e T '}E;"":::'Thg: o
Charge Type: System Fnm, e seleomer o
hr Miestone Dascrption CER T =
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 except when the Project
Administrator or other personnel needs to make
payment on an estimate either before time
begins or after Final Acceptance. Time charges
run on a continuous basis and any changes in
time are documented as Change Orders in SM. - - .

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 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 levels to ensure that they are 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 or 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 x|

Main Panel Contractor Payments[+] ]

Contract Daily Wwark F'lpellne[+] o Change Civil thhls[+] P aterials
Administration[+]  Reports(+) 2 Orders[+] Management(+]
@ P siteManager Panel |
b ain Panel T Contractor Payments(+) T E stimate[+]
Accessones[+] =
Ad =S 3
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(+]

g w B @M =0

Contract Milestane Reports [CP+] Reference Process List
Adjustrents(+]  Adjustments[+] Tables [CP+]

E stimate
Rejection
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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 be the Notice to Proceed Date. 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. Normally this date would be the monthly cutoff date.

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

NOTE: Only the District Office Final Estimates staff should select the Type of
Estimate as a FINAL. If you mistakenly check the FINAL button, the system will not
let you do anything else.

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 #

o |

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|

-
1 1) Job submitted to BACKGMND
-

Client Job Monitor |

-
’ ll') Process QCPIMTESA submitked,
T—

DPS Status Monitor |

-
\ ll) Profile CPINTESE For process SMBAPP 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.
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Adjusting an Estimate CRsiCesus—lune
[l i)

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 = S
adjustments to an estimate, the estimate must first be generated The 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. Do not try to correct
the quantity as failure to delete the adjustment 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 Main Panel 1 Cortiecto Pamenstl |
display the Contractor Payments S & m X
panel. Then double clickonthe i Zus,, fane e AN oo " i
Contract Adjustments icon to :

-
display the Contract E e B

. . . Accessories(+) Syst Hain Panel Contractor Payments(+] Conbract Adjustments(+] |

Adjustments panel. This will Adrinc . % ¥ E m

display the Contract
Adjustments panel as shown

Miestone  Reports [CP+)  Reference
Rl Adiustments(+) Tables (CP+)

Estimate(+]

below.
Main Panel Contractar Payments[+] T Contract Adiustments(+]
From this panel, select the =Y ﬁi 58

Liguidated  ConbiactTime  Lineltem
Damagss  Adistments  Adjustments

Contract Adjustments icon and
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
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double click on the contract you 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.

Fast T e

=)

=

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”.

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 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 Iltem Number: System
Type: System
Quantity: System
Unit Price: System

From the same Contract Adjustment panel as
shown above, double click the Line Item
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

P siteM anager Panel

Main Panel 1 Contractor Payments(+] T Contract Adjustments(+)

aaaaa
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of contracts that possibly could have adjustments made to them. These are contracts that have pending
estimates on them. Double clicking on the contract you wish to work will 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 Line Item Adjustments |

top, which is the current estimate that is being

processed. If you sele_ct an estimate that has already @ e L i St e B
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 cannot 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

listed here and if you want to review them you just highlight each one and the display in the lower portion of
the window will change to show details of 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 . Siai
will need to insert a new line in the upper portion EL TN T iIeT

of the window. To insert a new line use the New e R ——
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 =

Ll Weambser: 55

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

=] oty
Enbnned Date: L

e L Mophesih S [

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.

2. Lineltem 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 Item 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.

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

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

5. 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.

6. 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.

= Erm Evies BGbwn  [odihs
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7. 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.

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

3. 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.

4. 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 o gt s

adjustment before being saved. To enter EM&? sza4 0>
a Remark just click on the “Remarks”
icon on the tool bar and the window on
the right will be displayed.

Sups

The “Remarks” icon is the “cartoon

balloon” on the right end of the toolbar A el =
below the Menu line. P R . i o N i —

Line Item Admnt Detal Inlomation ©
Enter your remarks in the window and B 2 ,:fuf%

then click on the “Remarks” icon again to || s == e
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. [mrr— Bavw Eviad EOWN G0

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 adjustment 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.

P 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:

P select Subset x|

Contract Id  |Fed St Prj Mbr

E 000 003 3 ch 09 APRY WERET401 4
21462 NAA 000z 20030216 20030219cn709pa  APRY  [WF5314014

21462 M 0003 20030316 20030319cn703pa |APRY  |VFS314014
21262 N 0004 20030420 20030421cn70S0  |&PRY  [VFE814014

21462 N/ 0005 20030518 20030519cn7030  |&PRY  |WFG814014

21462 M 0008 20030615 20030623cn703N  |APRY  |VFSS14014 Select your contract, right click on the
21262 N 0007 20030720 20030722cn70%pa |&PRY  |VFE814014 screen then click on Filter.

21462 N/ 0008 20030817 20030818cn703N  |&PRY  |WFG814014

21462 M 0003 20030921 20030923 cn703pa |APRY  |VFG314014

21262 N 0010 20031019 20031021en70S1  |&PRY  [VFEE14014

21462 N/ 0011 20031116 20031118en7030  |&PRY  |WFG814014

21462 M o012 20031211 20040130cn703pa |APRY  |VFSS14014

21262 N 0013 20040213 20040213 cn70Egy |APRY  |VFE814014

21462 N/ 04 20040720 20040720cn70Bgy |&PRY  |WFG814014

21462 M 0015 20040727 20040727 cn7lBgy |APRY  |VFG314014

< |

114 I Cancel |

Field Condition Value Join

| cont_id =li= x||20334

Remove

Set the field to ‘cont id’, the Clear
condition to ‘=" and the value to
the contract you want then click —
OK. Load...

Save

|

Cancel

Test

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
4 04230040 0000 20030420 I WFES03340
04230040 20030518 20030528 cn106j:  |APRY  WFES03340
MMDDBD 20030615 20030623cn115ss  |APRY  [VFES03940
20934 04230041 o3 20030725 20030725 kn10Bgm |APRY  WFES03340
20934 04230041 on32 20030821) 20030821 kn10Bgm  |APRY  WFES03340
20934 04230041 on33 20030921) 20030924 kn10Bgm |APRY  WFES03340
20934 04230041 0034 20031019 20031023 kn106gm |APRY  [VFES03940
20934 04230041 0035 20031118 20031120kn10Bgm  |APRY  WFES03340
20934 04230041 0036 2003214 20031219kn106gm  |APRY  WFES03340
From the subset ”St, 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 Parameters Submit and

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

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

File Edit Services  Window  Help

=l=i=]
o s S
Frrocess Status — o] x|
Regular Scheduled
Process Name Status End Tin

Cc -
CONSTPATE Completed
CONSTPAYC Campleted |67 72005 [0218pm (0218 pm |02:22 pm
CONSTPAYD Completed |6/7/2005 [0322pm  [03:22pm |03
CONSTPAYA Completed
Al | Bl

Ready [Gerver Gustest [SMADMIN  [erBzks

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

] A ol (] EEEwE EE= E EE

Fot-1D: COMSTRAY vi.d

Department: o
Contractor Eatima

Date: 06/10.%
Page: 1

rendor Ih: VFES03S4050001 Vendor Name: GLF CONSTRUCTION CORPORATION
fconcract b 20834 Through Est Nbe: 0052 Pay Period: 04/02/2001 o 02/01,

“onteast Descriptiont U8 41 BUS

fcontract Location: FRON PALERNO PLACE
TC US' 41 BUS (ETPASS M)

conteactor: - OLF- CONSTRUCTION CORPORATION

B0 5.9. OTH STREET, SUITE 2i01
HIARI, FL 33130

Phone: [305)3171-5228

Critieal Daces
Lt

Key Dazes

086/ 12000 Time Emgan: oa/00/ 1
jAvarded: 07/ 192000 Final Acceprance: 0000/
Lontract Executed: 00/03/2000 Haterial Certification: 00/00/)
Mot iee to Proceed: 04/02/2001 Paid Off: oasons
Wark Degani 04/02/2001 Passed: 0/ 00/
Final Payment Offeor: oa/onsi
Cffer Accepred: aa/00/5

Insucance Provider s MESTCHESTER FIRE INSURANCE €O
] *f

Farvar Eviesn EVODE  raida

January 2010

Page 54



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

This report contains detailed information needed to determine if the estimate correctly reflects what should be
due the contractor for the pay period.

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.

I

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.

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

ESiteManagel Panel

Requ|red F|e|dS tain Panel Contractor Papments(+) r Reference Tables [CP+] |

Contract ID: System(key) . @ ¥ . m

Estimate(+] Contract Milestone Reports [CP+)

USEI’ GI’OUp SyStem Adjustments+)  Adjustments(+] P+]
SiteManager has a very e Fone [ ComacarPomentst) | Reference Tables (CP)
extensive payment approval i £
process that can be Set up to F‘nce_Adiuslment Autopay ltem Contract
A A I aintenance Dizcrepancy
conform to each district’s Uptions

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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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.
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It's important to note that, once an estimate has received final level approval, that estimate cannot 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 cannot 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:
Method 1
e Logon to mainframe TSO.
e At TSO ready prompt type ‘tso TSM'.

e Choose option ‘A’ — SiteManager Pay Estimate.

e Follow instructions for data entry of contract and estimate number.

o 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.

e Choose option ‘Z’ to view job.

Instructions:
Method 2
e Logon to mainframe TSO.

e At Master Application Menu, choose option 6, Information Management Systems.
e At Information 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.

e Choose option ‘Z’ to view job.

Find below the instructions for method 1 . . .
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When you log into Mainframe/DOTNET, this screen will come up. Select TSO and hit enter.

CL/SUPERSESSION Main

Select sessions with a "/" or an action code.

Session ID Description

Pavement Coring Report
TSO TSO/E
EED EED System
FLAIR FLAIR System
FM Financial Management System

This screen will come up. Press enter to move on.

IEunnecnons =5 FOOT Maiiame 2 ﬁi ?V Y @t

This screen will come up. Type in “tso tsm” on the OPTION line bottom left and hit enter.

=] ) el =R

This screen will come up and you will need to choose option “A” and hit enter
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PRODUCTION - IMSA
INTERFACE MENU
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Type a “C” on the second line first column along with the contract # and Est # and hit enter.
Hit the F3 key to submit.

98/ Windows NT

Eils Yiew Too
Dlc|&| @) o] olefor 3] 3 kb)) e |ef] a2|E|ar] k2 |o)

A - SITEMANAGER PAY ESTIMATE

THIS PROGRAM PRINTS THE PAYMENT ESTIMATE REPORT FOR CONTRACTOR PAYMENTS.
IT IS RUN AT THE MAIN DISTRICT OFFICE BY MAINTENANCE AND CONSTRUCTION.
*%¥NOTE: MULTIPLE CONTROL CARDS ALLOWED.

**ENTER , AND PRESS FOR JOB CARD.

-

PF3 SUBMIT PF4 MAIN MENU PF7 PAGE BACK PF8 PAGE FORWARD

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

Bottom of data

Fl=HELP I 3 ) F4=RETURN FS=RFIND F6=RCHANGE
E7=UP 8=Dow A F10=LEFT F11=RIGHT F12=RETRIEVE

Connacied i host TLHOSTI DOT.STATE FLUS [156.751 70,1 94] (LTR9002) NUM 335 FM
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Enter in any information that is filled out on this screen that is not filled out on the screen you are looking at.
To be able to preview an estimate before it prints, you need to enter a “Q” in the Message Output Class field.
This sends the estimates to a queue for viewing later. This would save some paper if the estimate was found
to be incorrect.

ENTER THE FOLLOWING:
D

FConnecind \a hatt TLHOSTH) DXOT STATE FLUIS [156.75.178184] A.TPS0HG) UM EETTT)

Make sure your Route Print Location has the L Term of your printer session. (Make sure you have the printer
session running) Once you have set it, you probably will not want to change it. Type an “x” on the line 14 x 8
% Green Bar Standard. You may also have to fill in your last name and phone # as shown in this insert.
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This will bring you back to the initial screen. Here you can look at the estimate by typing a “z” for IOF in the
option line.

5 ) 0| ilhe] el aZi0E 0] weeiwn)

PRODUCTION - IMSA
INTERFACE MENU

ETURN

rmrachesd 1o Rl TUHOE T81 0T BTATE FL LS VH6 76 178 1041 A 79008 e T e

After the job has ran, you will eventually come to the following screen. Type an “s” in the first column and hit
the enter key.

V- E a1 Wiridowes s HT

Lae =
Cilesle] @) o o] [55 3] b Gils] e le] allie] weim

--JOENAME--1]
L CN321scA

FEonnuche 1o het TLROS 181 DO STATE PLLUS (156 761 78.184] L T8005) o CEET]
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This screen will come up. If everything ran right, to look at the estimate, type a “b” in the line that contains
“SYSPRINT” (most if the time line 6. Just look for the largest size file.) and hit enter.

| Camneclis | FOOT Mainfiame CIQr B | Aw | PAL PAZ Resl | PFO] FFIZ FFO3 PF4 PR PROB FFOT PR PO PPN

---------- CT-C-GRP-D-SIZE-U-DEST----
| Q 1H 20L LPIPL228

0 LPIP1228

Q 1H LPIP1228

Q LH LPIP1228

Q LH LPIP1228

Q

Q

Q

1
2
3
4
5
0
8

The Estimate will come up and you can browse using the F7 and F8 key for up and down, the F10 and F11
key for moving right and left.

If you want to print the estimate, type an “r" to release to the printer in the line that contains “SYSPRINT” and
hit enter. The estimate will come out where ever you told it to go to in the setup screen. This is handled in
the “Route Print Location” and should contain the L term for you print session.
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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 Iltem 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.
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Definitions
The following are definitions that are used within the Change Order function of SiteManager.

1. 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.

2. 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.

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

4. 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”.

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

6. 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.

7. 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.

8. 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.

9. 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 Wwiork Plpellne and Contractor Civwil thhts[+] I aterialz
Adminiztration(+]  Reports(+] Zipl+ Payrnents(+] I anagement(+]
@ ﬂ SiteManager Panel
Accessories(+] System Main Panel Change Orders[+] T Change Order Maintenance(+) |

Administration(+]

w0

L= Feports (CO+) _Reference

E SiteManager Panel
M ain Panel T Change Orders(+] T Change Order Maintenance(+]
5
Change Order  Change Order  Change Order  ltem Summary  Signature Page  Change Order
Items Time E xplanations Review /
Adjustments Approve

Tracking
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Change Orders Header

User’'s Handbook

Required Fields:
Contract ID: System(key) fields.
CO Number: System(key)
Description: System
Reason Code: System
CO Type: System
Functions: System
Override APP FDOT
Rules:

Change Orders.
6. Override Approval Rules:

Y ansiino seemanager

Fle Serdces Window Help
Ol DFS Y =

Change Order Management

1. Tentative Verbal Approval Dates: May be used if it
applies. Emergency Change Orders may use these

2. Status: Leave Status as Draft until all of the items and
explanations are entered correctly.

3. Description: A short description of the Change Order.

4. Reason Code: Choose reason code from drop down
list. Combination is a catch all if multiple reasons apply.

5. CO Type: Choose type of change order. The type you
pick is determined by the existing rules set forth for all

=8| x]

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.

7. 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
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

e

=101 %]

CO Crzated by: |

ComctiD:[ CONumber i Torkatiens Vemtlaal Appieowal Dalns
Federal: A0 Local L0000
umﬁm
Appeoval Level: |
Description: I
=|

t
Cusrant Contract Amt: [§0.00

T Eomigency Wik
Wl Combiact Al [0 001

110 Amusund: [0

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.

Change Order Items Folder
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Change Order Item Tab

Required Fields:

Contract ID: System(key)
CO Nbr: System(key)
Change Order Item FDOT
Description:

FDOT

This Chang_]e Order:

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.

1. Don't forget the first step is to select New
Change Order Item from the Services Menu.

2. You cannot zero out an item in a change order.

Therefore, if you have an item which needs to
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
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.

Change Order Management

¥ AASHTO SiteManager

File Edit Services Window Help

LR ET

'Ehange Diderltem ~  MewContiactltem

ﬂthange Drder Items

Cont ID: |ZUEIEIE CO Nbr: 002 Project Nbr: |

Line Item Nbr: Item Code:
Unit: Unit Price:

Item and Supplemental Descriptions:

Change Order Item Description:

Buantity Amount

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: lw l— [~ Force Account ltem

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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New Contract Item Tab

User’'s Handbook

Change Order Management

Required Fields: With this tab, you will be able to add items to the contract that
Contract ID: System(key) does not already exist as part of the contract. Remember that
Change Order Nbr: System(key) any item added to the contract must be a valid item from the
Line Item Number: System Master Pay Item List. We are not able to create pseudo
Category Number: System numbers for contract changes as we currently do in CRS.
Project Nbr: System Contingent items and other miscellaneous items will be added to
Item Code: System the Master Pay Item list to accommodate where an existing item
Unit Price: System doesn’t work.

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

1.

© N OA

11.

12.

Line Item 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. Note: The FDOT required
length for the Line Item Number is 4
digits.

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

Iltem 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.

Major Item, Specialty (not used): Check if they apply.

Unit Price: Unit price for the item.

Related Item: This list is not populated so this field will not be used at this time.

Critical: Check if this is a critical item.

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

Supplemental Descriptions: Short description for the item.

P AASHTO SiteManager

File Edit Services Window Help
AR =

Change Order ltem |

20006 Change Order Nbr:

Mew Contract ltem

Contract ID:

oz

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: [~

. 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.

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

Press the Save icon to save the information.

Change Order Time Adjustments

Required Fields: If the Change Order that you are entering included the

Contract ID: System(key) Il Function — Time Adjustment, then you will be able to enter
Change Order Nbr: System(key) 0| the Time Adjustment functions.
Time Adjustment System
Days:
Time Adjustments for our Working Day contracts will be
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adjusted by entering the number of days that S

contract is to be adjusted because of extra oREY DSSTd

B Change Dider 1ime Aduslmonts

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. o0 FTT . Citbhos Crisc b P

Adjusted Completion Date will not be entered EE”E'Z'-‘»'.M;”‘ . o -
and will be calculated based on the Notice to — ==
Proceed Date and original number of contract
dayS. Tomo Adustmend Dags: [0 | Adpssted Complotion Date: J00000
 Fot Milestone: [0 =] or Contract Completion
If adjustments are being made for a contract P =
milestone you should check the For Milestone =
button and also pick from the drop down menu

the sequence number of the appropriate
Milestone being adjusted.

The Milestone or Contract Completion button should be checked if the adjustment is for the contract overall
and not specific to a given Milestone.

The Explanation field can be used to
provide information as to the reason and Fie Edt Window Help
description for this Time Adjustment. DlEd Doy
Ch an g e Ord er EX p | an atl O n S Contract ID: |20008 Change Order Nbr: Iﬁ Status: W
IGeneral Change Order Explanations ﬂ

As was discussed earlier, SiteManager
does not provide a means to enter all of the
information related to a contract change
that FDOT currently requires to be entered

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

into our Contract Change Tracking System. ||| o
Until we have these features added to [ Pick St Exp. ID or Enter Text Belaw
SiteManager, we will continue to enter | =

information in our Contract Change
Tracking System for all contract changes
done in SiteManager. o

However, SiteManager does provide a

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 documentation. These explanations can be made
at the Change Order level, at the Change Order ltem 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: Seqg. No. 1 - Overrun: Begin typing the reason....
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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....

H S I Al x
Change Order Tracking e
LT T=TET]
SiteManager provides a method to have et T 5 i i e —
Change Orders either reviewed on line as e e e S —

it [T5 FE TG T35

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.

- B PROD EAGna s

On the CO Tracking List the following
information is displayed.

File  indow Help

=01

1. Sent Date: This is the date that the

-
Change Order was sent for action by T COWestm " CD Tracking List
user.
2. Name: The name of user that was Contract ID:  [20008 Change Order Nbr:  [002°
requested to take action on Change pent Name Action | Date | Recom  Remarks
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.

NOTE: This would be a good time to review all information that you have entered to
make sure it is correct before you start the approval process.

Saving Change Order

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
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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.

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 o Fell Baviees fafiricn [iElY

deletes one item and replaces it with another [EREZ OS5 O

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

quantities on the existing item and the second Cont ID: 20008 CONbr: 007~ Project Nor: |

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

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

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

Ruantity Amount

From the CO Header window menu select (ot iy : ”-DUU:
- . - . Approved Change Order: 0.000
Services —CO Items. This will display the Curent Contiact: | o | 5
Change Order Items window shown on the Pending Change Order: | 0000 | 000
right_ 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 it will be selected.

Once the first tab has been selected, from

the menu, select Services New CO Item. I SEECH ContaEH e ]
You will be presented a list of pay items Contract liems |
that exist on the contract. Select the one

that you wish to zero and when it has been

highlighted you can either double click your =
mouse or press OK. This will move the
information to the upper portion of the

Item Code Description

o101 1 MOBILIZATION

Change Order Items window under the 0400 |03 2 ASPH CONC TYPE S
Change Order Items tab. e e
‘ﬁ - »
0K | Cancel B
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_Now you can enter the information on the lower portion of the screen to complete this new CO Item.

Enter a Change Order Item Description such as
“Item removed to reflect new specifications”.

FIAASHTO SiteManager BEE

Eile

Edit Services ‘window Help

Enter the quantity of the item that is represented

D2 Des >0

by this change. In our example, we have 18 as
the Current Contract quantity, which is the same
as the Contract Bid quantity. In our example —
18.000 has been entered as the This Change
Order quantity. This will have the effect of
zeroing out this quantity.

Once this has been entered click the Save icon
on the toolbar or use File Save from the menu.

You've just entered the first of two CO items for
this change order. Note: The screen displays all
information related to the item that we were 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 menu

i Change Order Item Y

E Change Order Items

Mew Contract Item

=] E3

Cont ID: |2DDDE CO Nbr: IDDd

Line Item Nbr: (0500 Item Code: 070040 1
Uinit: ESSEMBLY Unit Price:  [$230.00000

Item and Supplemental D escrptions:

Project Nbr: |72E|4EI-E3T7

SIGM SINGLE POST [LESS THAN 12]

Change Order Item Description:

|tem Removed to Reflect New Specifications

Amount
$4.140.00
$0.00
$4,140.00
$0.00
$4.14000

Ruantity
18,000 |
0.000 |
18000 |
a0 |
-18.000 |

Contract Bid: |
Approved Change Order.

Current Contract: I
Pending Change Order: I
Thiz Change Order: |

[T Foice Account Item

P AASHTO SiteManager
File

Edit Services “Window Help

[_[O] ]

select File New. This will blank out all

L TEINCEEL I

information on the Change Order Item tab.
When you have added this new CO item, click on
the New Contract Items tab. The screen shown

EChange Order Items

i Change Order Item " New Conhiact ltem

J[=1 E3

to the lower right will be displayed.

Information you need to have on hand in order to

Cont ID: [20006 CO Nbr: (004

Line Item Nbr: [0500 Item Code: [0700 40 1
Unit: ESSEMELY Unit Price: |$23U.UUUUU

Item and Supplemental D escriptions:

Project Mbr: |?2ﬂdﬂ-8377

[SIGN SINGLE POST [LESS THAN 12]

be ready to add a new item is:

Change Order Item Description:

[FROD EMEDMIM_ [CHI8zL]

Berver EST EXEDWIN fnlEchl

1. Project Nbr: This is the FDOT Financial liam Renared ‘°F‘e"ec‘“ews"“"‘;a:::;w e
Project ID for which the item is to be added. ——— ] p P
The dropdown menu on the screen will only || approved Change 0rder: | 500 | %000
show those Financial Project ID’s for the (e Gt | T | AN
contract selected on which you are adding g M
is Change Order | 18,000 | $-4,140.00 I” Force Account Item
this Change Order. In our example the
project number is 72040-8377.
2. Category Nbr: This is the grouping of pay [Reedy Ferver
items where this item will be located. One
source for this information is from the ltem FAASITO SicMannaer
Quantity Report (All Statuses) from the e
Contract Administration Reports panel. Since B Chonae Oider femt
the old item was in category 200 Signing and E e
Markings we've selected that for our example. T T e B
3. Line Item Nbr: This is the uniqgue number that B e
will be assigned to the pay item that is being -
added. This number designates the sort order R T T G S
where the pay item will be displayed in the e
estimates report as well as other listings of pay e | —
item numbers in SiteManager. From the same || e —rm) =
report as described in item 2 above, you could e ———a
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
find that the line item number for the item
deleted was 0500 we've made ours to be 0505 &5
so that it will always be located next to the one we deleted.
January 2010
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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
. . File  Edit Services MWindow Help
be used at this time. N =]
El:hange Order Items [_ O] x]
Now that you have entered the information for the " ChangsOidkilem  New Contract Item
Item Code to be added as the second Change Order | coueain FE " Change Ouder it [
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. C e |0 ]
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. Proposal Line Hbr: [ Relatedltem: [ =]
Critical: [~ Pay Plan Qty: [
Supplemental Descriptions:
|
|
|Ready [Server [PROD” [5MaDMIN — [Cg621
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Stockpiled Materials: Getting Started

Required Fields. So, you want to create some Stockpiled Materials? Here's a quick
' 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 9-5 of the Standard
Units: System Specifications and Section 3.6 of the Prep & Doc Manual shall
unit Price: System remain in 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(+) 14 anagement(+]
5 SiteManager Panel
bdain Fanel T Contract Admini ion{+] T Contract Records(+] |
Accessories(+] System ?
Adminiztration(+] m
&
Reference Contractor Reports [Ch+)
Tables(Ca+] JIl 11 ahagement(+)
P SiteManager Panel
4 ain Panel T Contract Adriniztration]+] T Contract Becords(+)

i I

& & 9’ = P

Contracts Milestanes Projects Categories Itamsz Contract Contract

Funding Authority

& = i &
g 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.

Fie Edi Sewess Wndow Help 1. Matl Code: Will not be used at
P2 DS M this time.

. .
e snockried Mokl 2. Stockpiled Desc: Must be

Contract ID: o001 Project Nbr: [234554321a  Catg Mbr: [0700 Line Itm Nbr: [070 entered manua”y_
Units: I or 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 | ice Mumb Quantity Units Unit Price been or IS belng addedy bUt an
b [+ fo.ooo— [Ton =]/ [+0.00000 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|
[ | foo0 has been locked by an
estimate.

6. Closed = stockpiled material
has been zeroed out.

7. Invoice Date: Enter the date of Invoice.
8. Invoice Number: Enter the Invoice Number.
9. Quantity: Enter the quantity of the material for the item the invoice represents.

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

11. 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.

12. 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.

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

15. 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 9-5 governing
partial payments will be complied with in calculating the initial payment.

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

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

18. 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.

19. Material Sn: Material sequence number assigned automatically to different materials added to
the same pay item.
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20. Replenish Sn: Replenishment sequence number assigned automatically when replenishments
are made to an existing stockpile.

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 of the same material.

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.

a bk e

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.

PwnNPE

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

If payment is made on the line item at [TEEZ 0SS g

the same time as the Initial Payment is
made then the StOCkplled Materlals Contract 1D: {0001 Project Nbr: |1234554321a Catg Nbi: |D1 0o Line Itm Mbi: po10
payment WI” be reduced dOWI’] by the Units: ITON— Unit Price: I'IDD— Bid Quantity: |5DDD
amount of the stockpile represented by Item Description:  [ASPHALT FAVEMENT MISCELLANEDILS
the line item.
. . Matl Code:l Stockpiled Desc: [Stoc:kpile close-out test Status: ﬁpen
i.e.. ltem quantlty payment Of 2 Invoice Date Invoice Number Quantity Units Unit Price
tons($200.00) + $100.00 Initial famana o fioooo 7 [TON = Js10.00000

i H Conv Factor Conv Unit Price  Invoice Amt  Initial Invoice Papment  Matl Sn Replenish Sn
Payment for StOCkaed Materials Less 100000 [¢10.00000 [+10000000  [$100.00 B |up—
pay dOWn Of SFOCkaIe Of - $1000 ( 05 Hemaining Gty Installed Oty To Date Paid To Date
tons of stockpile per | ton of pay item = 10000 [oo0 fro0
1 ton(stockpile) X $10.00 (Conversion
Unit Price). Equals a net payment for
the estimate of $290.00
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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.

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 situations 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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This section is not currently used by FDOT. The Value Added project
features are now tracked in the Contract Information and Monitoring
(CIM) system located on the Infonet under the Enterprise Applications
portal. The instructions to use the Value Added portion of CIM are
located on the CIM page under HELP\VAF User Guide.
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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.

ﬂ SiteM anager Panel <]
Main Panel Contract Administration(+] ]
D aily 'wfork F'lpEImE and Contractor Change Ciwil Fllghls[+] td aterials
Rl  Reports(+] Zipl+] Payments(+] Orders(+] Management[+]
E SiteManager Panel
E } Main Panel | Contract Administration(+) |, Contract Records(+) |
Accessones(+] Syatem ?
Administration m mJ ??
Reference Contractor Reports [Ca+]
T ables[Ca+] JIl ' anagement(+]
ﬂ SiteManager Panel
tdain Panel T Contract Administration(+] T Contiact Records(+]
4 Mijgstone =
& @ 9 7
Contracts Milestones Projects Categories Items Contract Contract
Funding Authority
Schedule - I —r
= 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| &

NOTE: See Attachment “B” at end of this section for a list of the Key dates along
with a description and the Office responsible for the entering of the dates.
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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.

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

FIAASHTO SiteManager [_[Z] ]
File Edit ‘Window Help
" " | LR A= =
Required Fields: :..,Ke,na.“ ‘ L=l E3
Contract ID: System o
K ey D a.t e Typ e: (k ey) Key Date Type P..I]].ched A:lu:l Ren']:l.lilrede He?::zd
Projected Date: System
Required to Activate System
OR
Required to Finalize FDOT
Distribution list
Key Date Type: FRRERG_G—_—_— - |
OR System Projected Date: |00/00/00
. e Actual Date: |00/00/00
Recipient: I
Message Text FDOT Meszaqe Text |
[Ready Berver [FROD EMADMIN - [feS6eks

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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Key Dates

DataType | CODEID Code Description Definition Respansinle Party
N Date all ather contract work s accepted except specific payitems | _
KEYDATE | CNDA |Conditional Accepted Date PA/District Construction
allowed by specs
KEYDATE | FNLA |Final Accepiance Date Date all cotract workis accepted by FDOT PA/District Construction
KEYDATE | MATC Material Certification Date Date Material certification s fssued District/State Materials
. Date FDOT makes offer of Final payment or requests retum of e
KEYDATE | OFF  |Offer of Final Payment Date & _ PA/District Final Estimates
overpayment
KEYDATE | PAID |Paid Off Date Date contract is paid off by OCC District Final Estimates
KEYDATE | PASS |Passed Date Date contract is passed to the OCC for final payment District Final Estimates
KEYDATE | ROFP |Receipt of Offer of Final Payment Date acceptable letter of acceptance is received from contractor  |District Final Estimates
KEYDATE | TERM |Contract Terminated Date the contract was terminated by FDOT District Construction
KEYDATE | TMBG |Time Began Date Date time actually begins PA/District Construction
Beginning of contract specified warranty period, normally sameas |
KEYDATE | UNWR |Under Warranty _m : ﬁ 4 / Project Administrator
Final Accepted Date
KEYDATE | WODT |Work Order Date- Conversion conirs only |Notice to Procesd date for contracts converted from CRS
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Contractor Evaluation Getting Started

E SiteManager Panel
Main Panel T Contract Administration(+] ]
Lo i
= S m X
[Craily ‘wiark. Pipeline and Contractor Change Civil Rights[+] M aterialz
Feports(+] Zip[+] Payments(+) Orders(+] 4 anagement(+]
6/5 : I ﬂ SiteM anager Panel
Accessories(+) Stem Main Panel T Contract Administration[+] T Contractar Managemant{+]
Adrniriztration]+] ==
i @ B
Reference Contract C B Reports [CA+]

T ables(Ca+] Fecords(+]

ﬂ SiteM anager Panel

t4ain Panel

T
T B ¥ ¢ H

Conztruction Frogresz Subcontracts Contractor Document
Conference Schedule Paurallz Subrnizzion

?
D ocument

Submigsion
Review

Contract Administration(+] T Contractor Management{+]

Contractar
Paprall Load

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

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

D m |
15 07

VF5 001
'/F33999999339 ACTY
YF536081 070001 SE-2797(8) ALTY
C002433008 A PEND
CO07597508 M PEND
CO33074008 1234567 ACTY

| |

County |Lvl 2 |Lyv~

72 02 e
33 33
93 93
a3 08

o

1].9 Cancel
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FJAASHTO SiteManager

information will be automatically displayed at e e
the top portion of the window.

9 Contractor Evaluation

Contract ID 17680

Select the Contractor for whom you are

doing the grade by using the drop down list. — — 7 ——TT—
After selecting the appropriate contractor,
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 = : —
following the decimal point. e, Rt — e s D ]
’—E":::i:'l;:le; ;0/00/00 End Date: [00700/00 ‘ [Eoriract EvaluatedIng T
The Evaluator field will be automatically wark Descrption
populated with the name of the person who is
logged on to SiteManager.
The Reference Document field will not be
used by FDOT at this time. Fed o TEST EWRDWIN e

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 |
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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
File Edit Services Window Help
1. Make sure the Supervisor ]| & @_| DEE gl
“radio button” is checked.

T Vendor Master List —[o]x=]

2. Click mouse in the lower Vendor ID: [#F340519552004 |GRANITE COMSTRUCTION CO

portion of the window to ensure

that it has the focus.
] . " Equipment " Personnel (¥ Superyisor " Staff Member
3. Press the New icon (looks like
a sheet of paper) on the ||S o n I.ﬂ:jc_:tivte
toolbar. This will add a blank A o _ "L
line in the lower portion of the
ind Faoreman #1 v
winaow. Fareman #2 v
4. Fillin 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. [eneral Foreman #3 Y
. . . Geotech Eng v
5. 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.

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

Adding Personnel -
T AASHTO SiteManager == E

File Edit Services Window Help

| ENY D 9
P Vendor Master List =[o] x|
Vendor ID: [vF340519552004 |GRAMITE COMSTRUCTION CO

1. Make sure the Personnel
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 " Equipment ' Personnel " Supervisor " Staff Member
toolbar. This will add a blank Active
line in the lower portion of the |[Persunnel Type Indicator
window. . v

4. Fillin the Personnel Type Sﬁj;g‘;?:;zn :
field. This can be an actual Bridge Ckiled =
name or a generic reference to Eridos Common =
a type of personnel. Bridge-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 Commen 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.

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

6. 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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1. Make sure the Equipment button is checked.
2. Click mouse in the lower
portlpn of the window to ensure M AASHTOD SiteManager - [Vendor Master List] =|o] x|
that it has the focus. & File Edt Services Window Help =18l x|
3. Press the New icon on the |m e | D @Dﬂﬂq|
toolbar. This will add a blank
line in the lower portion of the Vendor ID: [VF340519562004  [GRAMITE CONSTRUCTION CO
window.
4. Fillin the Equipment " Personnel " Supervisor " Staff Member
Description field. This can be =
. Equipment
refe.rence to an aCtual_ piece of |Equipmenl Description 1D Active
equipment or a generic ail Compressor AC2 W
refe_rence to a type of T Compressar i =
equipment. bange B2 v
5. Fillin the Equipment ID with a boat BZa 2
unique identifier for the piece Bulldozer BDS W
of equipment. Fioom Truck BT3 o
6. Click on the Active Indicator Buldozer Bd =
to indicate that this equipment ~ JjEackhae Bh Y
is currently active and should crane 4100 L2 Y
be available to the contract. I
7. Repeat steps 3 through 6 for [Resay e s [CND3RFE  Jondazi

as many pieces of equipment
you wish to add for all contractors.

Staff members not used

Note:

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.

P Select Contract Vendor x|

—cal

Contract |D |
endor I

Find : |
—Contract 1D

Changing an Existing Item.

Contract 1D ¥Yendor 1D

Status
PEND

Function 2 —
Maintaining Contract
Master List

Fed State Proj Nbr County | L¥l2 Lvl3 Lvl4

000 Construction Trainir
CO02439008
CO02439008
CO02439008
CO02439008

CO02433008

Construction Trainir

ooz
o003
o004

M8
M8
M2

FPEND
FEMND
PEMD

08
02
02

Construction Trainir

Construction Trainir

Construction Trainir

Conztruction Trainir

From the Reference Table
(DWR) panel as shown
above, double click on the
Contract Master List icon.
This will display the Contract Pick List as shown on the right.

WK Cancel |
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Locate the contract you

— Salect

Pl AASHTO SiteMand
File  Services ‘Windoy

|m e =

M Contract Master

Cortract ID | Eanos
Wendor I

Find :
Contract ID: [E340 [ Vendor

ABCO INDUSTRIAL PAINTING [MOT INC.]

(o E quipment WFBB2262702003 |STAMDARD COMCRETE PRODUCTS. IMNC
VFEI317IE7001 | APPLIED FOUNDATION TESTING

VF340513552004 |GRAMITE CONSTRUCTION CO

Vendor

air COmpress
ac Air Campress:
AC2 il Compresso
oK Cancel
barge barge _I —I
barge  |Barge v ETi EacrRoe O
bd bulldozer v bioat, tug boat, tug &
Bd Bulldozer irdl BT3 Boom Truck [
BDE Bulldazer il Add > Eg Elane 4100 ||E
boat biat Il OMmpressorn M
Add All ->>

boat Blagh Vv i C4 Crane [+
L2 crare 4100 @ | < Remove [|C5 |Compressor v

Cha Crane E35C [
Ca [Frane M | <<-RemAll | ooy fane 3900w R
CB1 Concrete buckets [ oA e ————— r
£e e GIET = v CEl  |Dffice CEI Field Trailes T
Ce E[éWhﬂ Eran.e - i cohc Y | concrete vibrator [+
CEI office CE feild trailer v it Bt Fl Tiek o
CEl office CEI field trailer v crane, hy crane, hpdraulic ~ .
CEl-office CE feild trailer v J i | _"|_I

|Ready Server [30a [CND3RPE  [cn3azi

want to work with and either double click on the highlighted row or once row is highlighted, click on the OK
button.

This will display the next

screen, shown on the right =3 Select ContaE RN 5]
the Vendor Pick List. This is Cortract ID | £
a ||St Of a” endor I

contractors/subcontractors
that have been indicated to
work on the contract

Find : |
—¥endor

selected. ; 4BCO INDUS AINTING [NO
\F582262702003 |STAMDARD CONCRETE PRODUCTS, INC.
\F533417167001 |APPLIED FOUNDATION TESTING

Locate the vendor that you \F340519652004 |GRANITE CONSTRUCTION CO

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 |
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This will display the window shown below.

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.

P AASHTO SiteManager == E
File Services ‘window Help
IR S S H|
™ Contract Master List =[=ES
Contract 1D: IE3AD3 Vendor ID: [’\/F94U51 9552004 |GF|AN|TE COMSTRUCTION CO
' Equipment " Personnel " Supervisor £~ Staff Member
Vendor Master List: Contract Vendor List:
Equipment Description =
air comprs [ v
ac Air Compressor v [
AC2 &l compressor [v| [
barge  barge [v| bd Bulldozer s
barge |Barge [ EBh Backhoe E
bd bulldozer | boat, tugboat, tug o
Ed Bulldazer v BT3 Bioom Truck E
EDS Bulldozer =l Add -> Cz2 crane 4100 3
C3 Compressor v
boat boat | i
Add All -»> e
boat Boat = | X C4 Crane 3
£2  |crane 4100 (7| |J_%: Aemove Eg E”m"':?;é =
L] rane v
C3s [Crane M| ) ccRemAl ||ty |Cane 3a0mw g
(i fonoietolbuckels I CE1 Conerete bucket [
ce crane [ol alon i CEl|Difice CEI Field Traier k
Ce E'éWIe' Cran.e | conc v | concrete vibrator e
CEl office CEI Feild trailer [ pt B Fm T -
CE| office CEI field trailer [ rane, hy crane, hydralic e
CEl-office CE| feild brailer = il | _,|—'I
|F|eady [Server |3.Ela [CND3RPE  [on382i

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 because it 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 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

Inspector’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 you are entering T porl

dailies, diaries, you must move the basic contract data = .
down to the local database on the Inspector’s workstation. \5 ItE M arn EII_:]F_'I'

A X Construciion Management system
The following steps should be followed to do this.

SiteManager Logon

1. Make sure Workstation is connected to the User ID:[crie2i
network and you are logged on correctly. Password: [
Start SiteManager using your Desktop icon. Connect to: [Server -

3. At SiteManager Logon screen make sure you Logon | ~_Change Password | Close_|
select “Server” in the “Connect To:” box. AASHTO Tingpart, the AASHTO Trnepart laga, Treport Sitekd anager,

and the Tmg port Sitebd anager logo are registered trademarks of the
Amerncan Association of State Highweay and Transportation Officialz
Portions Copyright € 2000-2002 AASHTO, Portions Coppright €
1994-2002 Infa Tech, Inc.

|Enter the: Usger Password,
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4. On the Main Panel, Double EEEEEEIZE =]
click on the Pipeline/Zip Main Panel [ Peckeandzot) )
i 1% W S
icon, - @ m N
5. On the Pipeline and Zip scovaionis) reponcce INESOI Famend e et
Panel double click on the
“Sever to PM Pipeline” 4 ]
ICOFI Accessones(+] Admisnft:z{\non[q I anuals(+)
,
6. If you haven't selected a SEHEE =

tdain Fanel T Pipeline and Zip(+] ]

I R

[5 Ph to Server  PM/Inspector’s Fipeline and Zip  Process List
Fi Fipeline Load Infarmatiot

contract previous to
entering this screen you
will need to perform either
a File Open Command or
File Open Icon once you
enter the Server to PM
Pipeline function. 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 pogleeti

wish to work with then you ’ﬂ#m“"w |

can use either the File
Open Icon or File Open ,

Command from the menu fod: 1
and select your contract Contract ID Vendor ID | Fed State ProjNbr | Status | County | Lvi2|Lvi3 Lvi4 Local®
using the Contract Selection

. AIR17-R1 "WFRIR000233001 NAA ACTY E1 03 393 Memorandum of &g
window. Locate the contract AI5ES FESE000435017 N2, CMPL 55 EEE YARIOLS ROADYW
H H Al5ER-RT "WFB9E000435075 NAA ACTY L13) 03 392 MO& WITH CITY O
you WISh to Work Wlth’ BI5ET WFBIB002787001 N8 CMPL 46 03 391 City OF Springfied
i i i i AISG7-RT /FE9E002757001 N/, ACTY 45 03 |39 MO for City of Spri
highlight it and either double
click your mouse or click on . [
the OK button DK Cancel
8. The first tab in this window
is the Pipeline Summary Tab. S server To i Fple
This shows in summary Pipeline Summary Diam Select " DWR Select " Change Order Select ~ Force Acoount Select Uger Select
fashion what items have
been selected on the File Sei Contract ID:|E3A03 Descliplion:|HATHAWAYEHIDGE REPLACEMENT DESIGH/BUILD PROJECT
following tabs. The first time L@
you pipe contract 59
information for a contract Su
yOU ShOU|d ensure that the Contr. : Diaries: [ Change Orders: [
Basic Contract Button is M ezslmiesi e
checked. This will cause ™ ateias L T Force Accounts: [T
“All” to be shown in the
Change Orders and Force Uses [T
Accounts text boxes. You r
can select Basic Contract -

Data anytime you pipe the
contract data, this will PieLie St |
ensure that all contract
changes have been |

Pipeline Status: |
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downloaded to the Project Manager’'s workstation. You 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. Normally an inspector

. 5 Fipeline: SLkmary Diary Select DR Select * Change Order Select " Force Accour
will have no need to move a Diary
down to their workstation because Contract 1D: [E3203 Description: [HATHAWAY BRIDGE REPLACEMENT DESIGN/BUILD PROJECT
= Diaries List:
MSHTU Slle anager Diary Date Credit Day ¥alue Cred Reason Desc Diary Locked Ind EstHbr =
Eile Services Window Help o ] N
oy 07/23/04 .0 M 0043
JJ LRI | O | i (o | 072808 0 N 0043
07/27/04 .0 M 0043
M Server To PM Pipeline 07/26/04 0 M oMa
" Pipeling Summary 1 Diary Select Y 4 | 4
Selected Diaries:
Add > Diary Date Credit Day Yalue Cred Reason Desc Diary Locked Ind  Est Hbr
Contract ID: [E3503 4'
<- Remove |
Diaries List:
<<- Rem All
Diary Date |Credit DO —I
01./304/02 .0 M oo g
01,/29/02 1] M o g
01./28/02 a M oo g
01,/27/02 1] M o g

-

| | E
Selected Diaries:

Add > | Diary Date Credit Di  Fineine Summary Y Diarp Select ] DWR Select 7 Change Oider Seleat © Force Aceaun
<- Remove | Contract ID: Eﬁ% Description: HATHAWAY BRIDGE REFLACEMENT DESIGN/BUILD PROJECT
DWRs List:
<<- Rem All | — .
User Name DWR Date Locked Authorized Estimate Nbr +
Corion Rebecca I O
Bradford, David 07/30/04 N H
|Head_l,l ‘rates, Joseph 07430404 N Y 0049
‘ates, Joseph 07/23/04 N Y 0049
a Diary is not created or managed ates. Joseph G N Y 0043 A
by the inspector in the field. But if Selected DWhs:
you do, here you will note any Add -» User Name DWR Date Locked Authorized Estimate Nbr
existing Diaries that yomi ngh to < Romove
send back down to the “Project
Manager’s workstation for editing << Rem All

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 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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10. The third tab is the DWR Select Tab. Here you will identify any existing DWRs that you wish to
send back down
to your I AASHTO SiteManager —E

K . f File Semrvices ‘“Window Help
workstation for MHM—‘@|D|@E’“|

editing or
reviewing in the R ETECEE P el : =1a]x]
« » “ Pipeline Surmrmary Diary Select " DWR Select Change Order *  Force Account User Select
stand-alone Select Select
mode. In the Contract I1D: [E3403 Description: |H.QTH.QWAY BRIDGE REFLACEMENT DESIGM/BL
upper portion of
the WindOW, DWhs List:
select the DWRs Uszer Name DWR Date | Locked Indicator |Estimate Mbr|
that you want to Hatman, Jos 2 N
download and Harmaon, Joe 02/21./02 M
th . th | Harmon, Joe 02/20/02 M

.en n e lower Harman, Joe 02/158/02 M
window press the Harmon, Joe 02/18/02 [N -
Add” button. Selected DWRs:
You can use the Add -> | Uszer Name DWR Date | Locked Indicator |Estimate Mbr
Remove button to
un-select any that <- Remove |
you added by
mistake. You << Rem Al
could also use the
Rem All button to

|Ready [Server [20a  [SMADMIN  [enaaz

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 3 scrver To P Pipcline

Select Tab. Here you will Identlfy 7 Pipeline Summary Diary Select I DWH Select “Change Order Select FomeAccu
any Contract Change |
Orders that need to be E BT Contract ID: [E3403 Description: [HATHEWAY EFIDGE FEFLACEMENT DESIGN/BUILD FROJECT I

File  Services

downloe_lded. If you selected e s —
the Basic Contract Data

. . Change Order Number Change Order Description = il
button on the Pipeline 7 Fipeline Summ LINFORESEEN ADDITID
Su mmary Tab, then you do - 002 040NN Design Standards< Specification or Policy Change

not need to make any Contract 1D: 003 0030MM PERMIT RELATED ISSUES
Selection on thIS tab |f you 004 0040MM SPECIFICATION M3AMGE OCCURIMG AFTER LETT'NG_Iﬂ
wish to only download 'JI — B
elecle ange Urders:
Contract Changes Orders 2

that have been approved Add -> | Change Order Number Change Order Description
since the last download then <- Remove |
this is the tab to do that.

Highlight the Change Order < Ren Al
that you want to download Add >
and press the “Add” button.
If you added one by mistake
you can remove highlighting <<- Rem All
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 to be downloaded and not from the database.

<- Remove

il

|F|eady [Server |3.Da [SMaDMIN - [on382i
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Esamr To PA Pipeline

12 . The f|ﬂ.h tab |S th e FO rce AC cou nt " Pipeline Summary Diary Select DR Select * Change Oider Select  Force Account Select” User Select

Select Tab. FDOT has no

current p|anS to Uti|ize FOI’CE Ennllacl 1D: [E 3803 Description: [HATHAWAY BRIDGE REPLACEMENT DESIGN/BLILD PROJECT
ACCOUHtS W|th | n J] H m—" @; | [ Force Accounts List:

S|te M an ager SO th |S tab W| ” Force Account ID Foree Account Description

not be used " Pipeline Summary

13. The sixth tab is the User
Select Tab. This tab is not

Used Currently because r Selected Force Accounts:

each Inspector ha.S thelr own I Add > Force Account ID Force Account Description
laptop and users are not | ¢Renove

sharing laptops. b Rona

14. Select the Pipeline
Summary Tab and then
select the Services —
Pipeline Data command on <- Remove |
the menu line at the top of << Rom
the screen. Messages will S|
appear on the Pipeline
Status line as to current [Ready [erver B0a  EMEDMIN  erdezi
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.

Add > | User ID | User Hame

Once you have piped any Diary or Daily Work Report down to your 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 “PI’OjeCt Manager's” workstation. Trms purl

2. Enter your Userid and password. 5 itE M an agE r
3. Before clicking on Enter, make sure that SRy 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
SiteManager Main Panel. Note that the

Pazszword: | e

numper pf icons is less than When you were Connect to: -
working in the “Server” mode. This is
because you are limited to only working on Logon I Ehange Pas*"“'dl Llose |
!Dlarles, _DaI|IeS, and VIeWIﬂ_g contract AASHTO Trng port, the AASHTO Tneport logo, Tros port SitebManager,
information. No other functions than these and the Trns-port Siketd anager logo are registered trademarks of the
works in the “stand-alone” mode. Functions American Association of State Highway and Transportation Officials
L Fartionz Copyright 2 2000-2002 AA5HTO, Portions Copyright &
here work the same as they do while in the 19542002 Info Tech, Inc.

“Server” mode of operation. For help in
those functions, please see other sections | Enter the User Password,
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within this user manual.

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. Normally an inspector will not be moving
a Diary back up to the server. 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 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 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.

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(+]
@ 'ﬁﬁ,‘ P SiteM anager Panel x|
Accessones(+] System P anuals(+) Main Panel T Pipeline and Zip[+] ]
Administration(+] =
= =8 G W
5
Server to P Pk Ptd/Inzpector's Pipeline and Zip Process List
Fipelire Pipeling Laoad Infarmation
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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 se,

4. The first tab in the PM to
Server Pipeline process is
the Pipeline Summary
Tab. Asin the Server to
PM Pipeline process, this
provides summary

M Contracts

_ Calact

lact it whan vinit mnva tn nna nf tha nthar tahe

=]

Coritract |

Find :

— Contract

I File Services Wwindow Help

Fed State Proj Nbr | Status County

Lyl 2|Lvl3 | Lvl 4 Local=

03 393 City of Chipley

BRI P AASHTO SiteManager —[o]=]

e | WS BT D &

PipeLine Summary

Diary Select

41567 ] PM To Server Pipeline —lol=]

D'wHR Select

Sample/Test Select

Contract 1D: [E3403

Description: [HATH&WAY ERIDGE REFLACEMENT DESIGN/BL

information on what is being pranes |
piped back to the network I Basic Contract Data DWRSs: —
database. If you have Sample and Test  [—— el
completed all work on this
contract, then you will want to RO
click on the Basic Contract Check In Status: | #Test Select
Data button. This will remove ———
the contract from the “stand- e e S ol
alone” database and will mark it D MEE
as ucheckedu baCk |n on the network server da.t User Name | DWH Dale| Locked Indicator |Estimate Mbr
QITIAASHTO SiteManages ___________________________________ FOA|
5. e o <iale
[lk=Ns R
Pl PM To Server Pieline BEE
; " PipeLine Summary Diary Select DWH Select " Sanple/Test Select Ty —
Contract 1D: [F03 st lm Add -> | User Hame | DWR Dale| Locked Indicator |Estimale Hbr
Diarins Lisk AAHTI] Silnage ‘ HEEE
Diary Date Credit Day Value|Cred Reason Desc | Diary Locked Ind_Estlibr < Ji éw;; éw“ g |;Dﬁ_ |
IS [ET P To Server Pipeline (=[o]]
FipeLine Summary Diary Select DWR Select 7 Sample/Test Selest
. :; —___ | - = Contract ID: [F303 Description: [T HEwaY BRIDGE REPLACEMENT DESIGH/EL —
_ DWRs List:
Add > Diary Date |Credit Day Value|Cred Reason Desc | Diary Locked Ind Est libr e |DWR S e B
<- Remove
<<- Rem All
Selected DWRs:
[Py e - A e add> | User Name DWR Date| Locked Indicator |Estimate Nbr
<- Remove
<<- Rem All
[Ready [Server [30a [EWMEDMIN  [enS82i
)
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6.7.The fourth tab is the Sample/Test Select Tab. At this time FDOT is not using the Materials
Functionality so this tab will not be used.

8. 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.

Getting information on what has been Piped to Inspector’s Workstation

SiteManager provides information on what data has been transferred between the network server database
and the database installed on the Inspector’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. On the Pipeline/Zip Menu Panel select and double click the Pipeline/Zip Information icon. This will

™ SiteM anager Panel (]
Main Panel Fipeline and Zip(+] )
N B
Contract Draily whark. N ‘ccessonies(+)
Adrministration(+] Reports{+]
™ SiteM anager Panel (=]

Main Panel Pipeline and Zip(+] 1

Ll Frocess List SitePad
] Synchronization

display the Pipeline And Zip information window.

4. The first tab in the Pipeline And Zip Information window is the Samples Tab. At this time FDOT is
not using SiteManager Materials Functionality so this tab will not be used.
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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 information on. Either 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 FIAASHTO SiteManager L=]of=]
workstation database. File Sewvices window Help

b. Check Out Date — the DR S5

:
dat(i ont\{vr}|ch tht(_e ' In[ T DwRs |  Diaies " ChangelOrders
contract Information was
checked out. Contract ID: [E3203 Description: [HATHEWAY BRIDGE REFLACEMENT DESIGN/BL

C. qheCk OUt TI me — the Check Out Check Out | Check Out Check In Check In | Check In
time at WhICh the Uszer ID Date Time Uszer ID Date Time
contract information was kn3065t 10406401 11:18 00/00/00  |00:00
checked out. kn306iy 1005401 |07:09 00400400 | 00:00

kn306dg 10/05401 | 0817 kn306dg 10/06/01 1031

d. Check In User ID — the cn3a2j 08/02/02 1415 00/00/00 | 00:00
unique identifier of the fimpad 07/02402 1613 00400400 | 00:00
user who checked in the
contract information
from the Project
Manager's workstation
database back to the
network server
database. [Ready [Server [50a  [GMADMIN _ [cngazi

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

. X ) . P AASHTO SiteManager [=[o]x]
And Zip Information window is Ele Services ‘indow Help
the DWRs Tab. This will display [EM&% |55
information on what Daily Work
ReportS ha.Ve been transferred Samples Contract DWRs Diiaries Change Orders Farce Accounts
between the network server Contract ID: [E3203 Description: [HATHEWAY BRIDGE AEPLACEMENT DESIGM/EL
database and the Inspector’s
workstation. That is what Daily UserlD |DWR | Check Out |Check Out| Check Out | Check In | Check In | Check In -
Date Uzer ID Date Time Uszer ID Date Time

Work Reports have been kn30Bbc  D9/06/01 |kn306da 10068/ 0319 kn30Gdg  |10/05/01 |08&:37
Checked Out and which have knd0Bbe  |09/07/01 |kn306dg 10/05/01 0819 knd0Gdg  |10/05/01 |08:37
been Checked In. kn3DBbc  |09/08/01 |kn30Edg 10/05/01  |02:19 kn306dg  |10/05/01 |0%:37

kn3lRbc  09/09/01 |kn306da 10/065/01 0319 kn3Gdg  |10/05/01 |08:37

kn30Bbc  D9/10/01 |kn306dg 1005/ 0319 kn3Gdg  |10/05/01 |08&:37

kr30Bbc  D9/11/01 |kn306dg 10/05/0 0319 knd0Edg  |10/05/01 |0%:37

krdlEbc  D912/01 |kn306dg 10/05/m 0319 knd0Edg  |10/05/01 |0%:37

kn30Bbc  D9/13/01 |kn306da 10068/ 0319 kn30Gdg  |10/05/01 |08&:37

krdlBbc  09/14/01 |kn306dg 10/05/01 0819 kndBdg  |10/05/01 |08:37

kr30Ebc  D9/15/01 |kn306dg 10/05/0 0319 knd0Edg  |10/05/01 |0%:37

[Ready [Eerver [50a  [SMADMIN  [cr38zi
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FIAASHTO SiteM anager —[o] =]
File Services 'Window Help
= e
™ Pipeline And Zip Information =1o]=|
f Samples Contract Y DWRs Y’ Diaries " ChangeOrders  Force Acoounts
Contract 1D: [E3403 Description: [HATH&W2Y BRIDGE REFLACEMENT DESIGN/BL
User ID DWR Check Out |Check Out| Check Out | Check In | Check In | Check In =
Date Usger ID Date Time User ID Date Time
kn306bc 03/06/01 |kn306dg 10/05/01  |08:19 kn306dg 10/05/01  |08:37
kn306be 09/07/01 |kn30Gdg 10/05/01  |08:19 kn306dg 10/05/01  |08:37
kn306be 09/08/01 |kn306dg 10/05/01  |08:19 kn306dg 10/05/01  |08:37
kn306bc 03/03/01 |kn306dg 10/05/01  |08:19 kn306dg 10/05/01  |08:37
kn306bc 03/10/01 |kn306dg 10405/01  |08:19 kn306dg 10/05/01  |08:37
kn306be 09/11/01 |kn306dg 10/05/01  |08:19 kn306dg 10/05/01  |08:37
kn30Ebc 03/12/07 |kn306dg 10405401 0a:13 kn306dg 10406401 |08:37
kn306bc 03/13/01 |kn306dg 10405/01  |08:19 kn306dg 10/05/01  |08:37
kn306be 09/14/01 |kn306dg 10/05/01  |08:19 kn306dg 10/05/01  |08:37
kn30Ebc 09/15/07 |kn306dg 1040501 03:13 kn30Edg 1005401 |08:37
|Fieady [Server IE).Ua [EMADMIN - [onaBi
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7. _The fourth tab on the Pipeline
And Zip Information window is
the Diaries Tab. This will display
information on what Diaries have
been transferred between the
network server database and the
Inspector’s workstation. That is,
what Diaries have been Checked
Out and which have been
Checked In.

6.8. 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
Inspector’s workstation. Since
Change Orders can only be
entered and edited while logged
onto the network server
database, Change Orders will
only be transferred down to or
Checked Out to the Inspector’s
workstation.

User’s Handbook
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] AASHTO SiteManager
Eile  Services indow Help

| mee | =s

1 Pipeline And Zip Information [ -[a]=]
Samples T Contract DwRs I Dianes " Change Diders | Foice Accounts
Contract ID: [E3203 Description: [HATHAWAY ERIDGE REPLACEMENT DESIGH/EL
Diary D ate Check Out |Check Out| Check Out | Check In | Check In | Check In
User ID Date Time User ID Date Time
|Ready [Server [FEOa  [GMADMIN  [er@Ezi

M AASHTO SiteManager
File Services ‘Window Help

ImEe? s

[ ={o]=]

M Pipeline And Zip Information (o] x]
Samples T Contract DwRe T Diaries X Change Orders " Force Accounts

Contract ID: [E3403 Description: |HATHAWAY BRIDGE REFLACEMENT DESIGM/BL
Change Order | Check Out | Check Out | Check Out

Number User ID D ate Time

001 kn30Bht 10/08/01 11:18

a1 kn306jy 10405401 07:09

a1 kn30Edg 10405407 08:17

fulnj] ch38gj 08/02/02 14:15

001 jimpad 07/02/02 (1613

|Ready [Eerver 302 [SMADMIN  [cnd82i

#9. The sixth and last tab on the Pipeline And Zip Information window is the Force Accounts Tab.
FDOT has no plans currently to utilize Force Accounts so this tab will not be used.
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IR DSy
£

Yesciiption * Location * Paymes

Contract ID: [20000
The END.
District: {39 = R
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