how to guide:

RESEARCH CONTRACT ADMINISTRATION (RCA)

ABOUT RCA

The Research Contract Administration (RCA) is the web-
based portal used by the Research Center at the Florida
Department of Transportation to manage its research
program. Research at FDOT is a broad-based, multi-modal
program which encompasses a wide range of universities
and private firms. The Research Center typically has over
125 active projects at any given time.

RCA Permissions

RCA is a permissions-based system. Users are assigned
permissions depending on their role in the research
process and those permissions govern what that user can
see and do in RCA.

Principal investigators (PI) and project managers (PM)

can only see and act on contracts with which they are
associated. For example, a principal investigator at the
University of Florida will only see projects which are
assigned to them as the PI, not all projects contracted with
the University of Florida.

Accounting and sponsored research contacts will be able to
view and act on contracts associated with their university
or private firm.

Creating an account

If you are not an FDOT employee, you will first need to
create an Internet Subscriber Account in order to access
RCA. Internet Subscriber Accounts are used to provide
access to all FDOT applications for non-FDOT personnel.

1. From the login screen, click Internet Subscriber.

FDOT User Sign-in Portal

Network Id* Domain\Userld Or FDOT Emai
Password"

*indicates required entry

2. Next, click Create a New Subscriber Account.

FDOT User Sign-in Portal

Email* Email
Password™ Password

*indicates required entry

Dont have an account?
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a contract with which ioesarciContor
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605 Suwannee Street
Tallahassee, FL 32399

Research Center.

ACCESSING RCA

Research Contract

Tel 850-414-4615
E-Mail Us

Administration is

Office Resources

Welcome

About us

available from the
Research Center home

Divisions.

Documents & Publications

The Research Center oversees the Florida Department of Transportation's research program and
contracts with state universities and other research service providers to conduct research in all
areas of transportation. The Research Center also participates in pooled fund studies with other
state transportation agencies and contributes to national studies on subjects of benefit to Florida

FDOT's research program contributes to increasing the safety, reliability, capacity, and efficiency

page located at http://
www.dot.state.fl.us/

research-center.

Click RCAin the left
sidebar.

Programs & Services
Meetings & Events

More.

Most

of Florida's transportation system.

The most recently completed research project final reports are listed below. Find all active and
completed projects using our search engine.

News

El<—
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Project Resources
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Completed Research

Public Transportation
BDV29-977-06. Guidelines for Bus Transit Stops in Highway Construction Work Zones
summary [1.1MB], Final Report [5.4MB]

Posted: March 3, 2015

Traffic Engineering and Operations
BDV30-977-05, Development of Automated Testing Taols for Traffic Control Signals and Devices
(NTCIP and Security), Phase 2




3. Enter all required information including a
valid email address, first name, last name, a
security question and password. Passwords
must contain one upper case letter, one lower
case letter, a number and a special character.

(entennial i | .
F m GT[ \  Florida Department of
_____ > 1 ) TRANSPORTATION

A 1915 %2015

E-Updates | FL511 | Mobile | Site Map

Search FDOT. u

Home About FDOT ContactUs Maps & Data Offices Performance Projects

FDOT User Sign-in Portal

Create a new ISA Account

FDOT Network

Internet Subscriber

Be sure to check "I have read and agree with
the terms of use.”

4. Click Create Account.

5. A confirmation notice will pop up. Click
Continue.

6. A confirmation email will be sent to the
email address entered. Click the link in this
email to complete your account setup.

7. A page will open in your web browser. Enter
the password you chose during set up and
click Complete Account Creation Process.

8. The information originally entered will

User Information

Email*

First Name*

Last Name*

Company

Phone

Question

Answer*

Password

Password™

Confirm*

~indicates required entry.

Security Question

Email

First Name
Last Name
Company

WHICH PHONE NUMBER DO YOU REMEMBER MOST FROM YC  ~

Security Question Response

Create Account

appear. Take this opportunity to verify

that all information entered is correct. If all
information is correct, no action needs to be
taken on this page.

Your internet subscriber account has been successfully

created and is ready for use.

Logging in as a non-F00T employee

Once you have created an Internet Subscriber Account,

logging inis simple.

1. Click Internet Subscriber.

Terms of Use
I have read and agree with the terms of use.

Cancel

Logging in for FOOT employees
FDOT employees can use their email address or network
login credentials to access RCA.

If you use your network login, be sure to include the
domain designation. For example, Central Office
employees will need to enter CO\ before their username.

FDOT User Sign-in Portal

FDOT Network
nternet S er

Network Id” Dor fld Or FDOT Email

Password”™

* indicates required entry.

2. Enter your email address and ISA password.
3. Click Login.

4. The Terms of Service regarding the use of
RCA will pop up. Click Agree.

The RCA Home Page will then appear.
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PRINCIPAL INVESTIGATORS

As RCAis customized by user types, the following section
will contain instructions specific to Principal Investigators.

Instructions for Project Managers begin on page 7.
Instructions for Vendor Contacts begin on page 12.

Navigating through RCA
Once logged in to RCA, the Home page will appear. From
here, you can access all areas of RCA.

Quickly access all pending items from the front page,
including invoices, deliverables, amendments, and draft
reports. Pending Invoices will show you all invoices for
contracts with which you are associated which have not
been approved by the Project Manager.

Click Pending Deliverables to see any deliverables for your
contracts which have been submitted but have not been
approved by the Project Manager.

Pending Amendments will list any amendments that have
been submitted for your contracts which have not been
executed.

Similarly, Pending Drafts will list any draft final report

submissions made for your projects which have not been
approved by the Project Manager.

RCA research contract
administration

contract search

Home

Accessing a Research Contract

Research contracts can be accessed in several ways. You
can click Contracts on the home page or click Contract
Search in the menu bar. You can also search for a contract
by contract number in the search bar in the upper right
corner.

Viewing a Contract

To access a specific contract, click Contract Search in the
menu bar. Only contracts with which you are specifically
associated will appear in the contract grid.

To narrow the results, click Contract Search. You can then
enter search terms including contract number, contractor,
last name, status or start and end dates. Then click Submit.
Results will appear in the grid.

RCA research contract
administration

Narrow contract search results

Jessica Vandenbogaert dh
tia@ce.ufl.edu

Quick Contract Search

Quickly access pending items.

pending invoices pending deliverables

&

contracts administration

pending amendments pending drafts

[aal]

performance




Click the contract number to view the details of a contract
and take action.

*

R A research contract
administration

adimin dashboard

@ Principal Investigator ®
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang

Tia, Mang

Contract Home Screen

The contract home screen lists all of the details associated
with a contract including start date, end date, Pl and PM,
etc. as well as the contract menu. All action that can be
taken on the contract starts with the contract menu.

Enter the name of the deliverable and any comments you
may wish the Research Center or the Project Manager to
see. Click save changes.

deliverables  ©add new

received 2015-03-12

reviewed

deliverable  Deliverable Title

due date
status  Submitted

Comments for PM and RC

comments

@ Save changes ®Caneel changes

Then, you need to upload the deliverable file to RCA. Click
Select Files. Navigate to the file you would like to upload
and click upload.

received 20150312

=
S
......... o=

Contract #001 977-02

The Research Center will be notified that the

B s v [ s () O |

deliverable is now ready to be reviewed.

—— Contract Menu
— ey — You will receive a notification once action has
= been taken on the deliverable by the Research
Center. If the deliverable is approved, it will
e e then go to the Project Manager for review.
If the deliverable is rejected by the Research
|} Center, any issues with the deliverable will
oo T o = need to be corrected and resubmitted through
= e R S = RCA.
56 of Once the Project Manager reviews the
deliverable, you and the Sponsored Research
or Accounting contacts
Submitting a deliverable atyour organization will
Depending on the scope home L e e e receive a notification
and terms of your specific s s of their decision. If the
contract or task work deliverable is approved,

order, deliverables may be Contract #001 977-02

required to be submitted and

contract# 001977-02

approved, title Testing and Feedback

start 2015-01-01

contractor University of Florida

To submit a deliverable,
click Deliverables from the
contract menu. Then, click
Add New.

principal investigator Tia, Mang

project manager DeFord, Harvey "Dale”

an invoice can then be
submitted for payment.
SR If the deliverable is rejected
by the Project Manager,
any issues will need to be

correctedandesbicted

{ through RCA.
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Submitting an invaice

Once a deliverable has been approved by the Project
Manager, an invoice can then be submitted. Invoices can
be submitted by the PI, the PM or a contractor contact
such as a member of the accounting department.

From the contract screen, click Invoices. Then, click Add
New.

Contract #001 977-02

contract# 001977-02
title Testing and Feedback
start 2015-01-01
project manager DeFord, Harvey "Dale”

end 2015-06-01

contractor University of Florida
principal investigator Tia, Mang

Enter the name of the invoice and any comments you may
wish the Research Center or the Project Manager to see.
Click save changes.

invoices  ©add new

invoice# [|nvoice Number received 20150312
fm# approved
— paid
amount |10000
status  Submitted

comments | Comments for the PM and RC

@) Save changes @ Cancel changes

Then, upload the invoice file to RCA. Click Select Files.
Navigate to the file you would like to upload and click
upload.

If the invoice is rejected by the Research Center, any issues
with the invoice will need to be corrected and resubmitted
through RCA.

Once the Project Manager reviews the invoice, you will
receive a notification of their decision and a separate
notification upon payment of the invoice.

Submitting a draft final report

Draft final reports are typically due 90 days prior to the
expiration date of the contract. Please remember that
draft final reports are not rough drafts and should be
high quality and publication ready. Feel free to collaborate
with your Project Manager prior to submission to the
Research Center in order to ensure as high a quality as
possible.

Contract #001 977-02

contract# 001977-02
title Testing and Feedback
start 2015-01-01

project manager DeFord, Harvey "Dale”

end 2015-06-01

aste; University of Florida
Tia, Mang

To submit a draft final to the Research Center, click Draft
Final from the contract screen. Then, click Add New.
Enter a name for your draft final and any comments you
may wish the Research Center or the Project Manager to
see. Click save changes.

invoice #invoice Number (<cit) (delete)

invoice # Invoice Number received 2015-03-12
fm# approved
amount $10,000.00 paid
status Submitted
comment Comments for the PM and RC

The Research Center will be notified that an invoice is
ready to be reviewed.

Invoices undergo the same approval process as a
deliverable. You and the Sponsored Research or
Accounting contacts at your organization will receive a
notification once action has been taken on the invoice by
the Research Center. If the invoice is approved, it will then
go to the Project Manager for review.

received 2015-03-12
reviewed

deliverable |Draft Final Report

due date
status Submitted

comments | Comments for the PM and RC

(@ Save changes @ Cancel changes

Then, choose the file to upload to RCA. Click Select Files.
Navigate to the file you would like to submit and click
upload.

Draft Final Report (e<ii) (delete)

received 2015-03-12

approved

description Draft Final Report
due date

status Submitted attachments

comment Comments for the PM and RC Select files. drop files here to upload

The Research Center will be notified that a draft final is
now ready to be reviewed. 5




You will receive a notification once action has been taken
on the draft final by the Research Center. If the draft final is
approved, it will then go to the Project Manager for review.
The Research Center will also conduct a non-technical
editorial review pursuant to contract requirements. This
editorial review will be emailed to the PM as well as
uploaded to RCA for reference.

If the draft final is rejected by the Research Center, any
issues with the draft final will need to be corrected and
resubmitted through RCA.

Once the Project Manager reviews the draft final, you and
the Sponsored Research or Accounting contacts at your
organization will receive a notification of their decision.

If the draft final is approved, an invoice can then be
submitted for payment.

If the draft final is rejected by the Project Manager, any
issues will need to be corrected and resubmitted through
RCA.

Submitting an amendment

Any modification to an executed contract or task work
order requires an amendment to that contract or task work
order. Modifications include additional time, an increase

or decrease in funding, change in the scope of the project,
change of project title or project investigator.

Amendments cannot be accepted if the master
agreement has expired, the task work order has
expired, all funds have been expended or all
contracted services have been delivered.

The amendment process begins in RCA:
From the contract screen, click Amendments. Then, click
Add New.

date as that will be added later once the amendment is
executed.

Amendment to contract #001 977-02

Additional Time

Request for aditional time for completion of services.
enddate 50150601 >

justification

Change to Funding

Altach a budget sheet for the requested change.
amount [0.00

justification

‘Change in Scope

Attach a revised scope of service and a revised project schedule.
describe change

justification

‘Other Modifications

Requested changes not addressed in this Section o the above Sections may be included in the comments section with supporting documents attached
title £
Testing and Feedback

project manager peford, Harvey "Daf
principal investigator Tig, pang >
draft final date >

comments

Amendments for contract #001 977-02

contract# 001 877-02
title Testing and Feedback
start 2015-01-01 end 2015-06-01

project manager DeFord, Harvey "Dale”

contrpctor Universify of Florida

principal investigests

Depending on the nature of the amendment requested,
fill out the section of the form relative to the amendment
request including a justification and any necessary
attachments. You do not need to fill out the executed

6

Once completed, scroll to the bottom and click save
changes.

The Research Center will be notified that an amendment is
ready to be reviewed.

You will receive a notification once action has been
taken on the amendment by the Research Center. If the
amendment is approved, it will then go to the Project
Manager for review.

If the amendment is rejected by the Research Center, any
issues with the amendment will need to be corrected and
resubmitted through RCA.

Once the Project Manager reviews the invoice, you will
receive a notification of their decision. The Research Center
will then process the amendment and provide an executed
date. The requested modifications are not authorized
until all necessary approvals have been received and
the amendment has been fully executed.



PROJECT MANAGER

As RCAis customized by user types, the following section
will contain instructions specific to Project Managers.

Instructions for Principal Investigators begin on page 3.
Instructions for Vendor Contacts begin on page 12.

Navigating through RCA
Once logged in to RCA, the Home page will appear. From
here, you can access all areas of RCA.

Quickly access all pending items from the front page,
including invoices, deliverables, amendments, and draft
reports. Pending Invoices will show you all invoices for
contracts with which you are associated which have not
been approved by the Project Manager.

Click Pending Deliverables to see any deliverables for your
contracts which have been submitted but have not been
approved by the Project Manager.

Pending Amendments will list any amendments that have
been submitted for your contracts which have not been
executed.

Similarly, Pending Drafts will list any draft final report

submissions made for your projects which have not been
approved by the Project Manager.

RCA research contract
administration

Home

Accessing a Research Contract

Research contracts can be accessed in several ways. You
can click Contracts on the home page or click Contract
Search in the menu bar. You can also search for a contract
by contract number in the search bar in the upper right
corner.

Viewing a Contract

To access a specific contract, click Contract Search in the
menu bar. Only contracts with which you are specifically
associated will appear in the contract grid.

To narrow the results, click Contract Search. You can then
enter search terms including contract number, contractor,
last name, status or start and end dates. Then click Submit.
Results will appear in the grid.

RCA research contract
administration

Narrow contract search results
D1 ol hesdersnd dop i here 0 g

Jessica Vandenbogaert db
harvey deford@dot state fl.us

Quick Contract Search

Quickly access pending items.

pending invoices pending deliverables

&

administration

contracts

pending amendments

pending drafts

ltal

performance




Click the contract number to view the details of a contract
and take action.

RCA research contract
administration

@

Home

Drag a column header and drop it here to group by that column

@ Vendor Name

@
23

Contract Home Screen

The contract home screen lists all of the details associated
with a contract including start date, end date, Pl and PM,
etc. as well as the contract menu. All action that can be
taken on the contract starts with the contract menu.

Using Pending Deliverables

The Pending Deliverables screen will show only
deliverables which require action by the Project Manager.
Download the deliverable from the attachment section
and review it.

Home > Deliverable > Pending

The following deliverables are pending
review. To view all the deliverables for a
specific contract, select a contract by number
here.

001 977-02

approve v | reject
description Progress Report 1 comments
status In Review attachments. V Deliverable.tx
B size:517 bytes
received 20150316

If the deliverable is acceptable, click approve. Notification
will be automatically sent to the Principal Investigator and
the Research Center.

If there are issues with the deliverable as submitted,

click reject. Notification will be automatically sent to the
Principal Investigator and the Research Center. You may
also need to reach out directly to the Principal Investigator
with further direction in order to correct issues.

Contract #001 977-02

2 ) ) (e (e () ) ) G |

Accessing Deliverables from the Contract

e E— Contract Menu Screen
h Navigate to the specific contract with a
deliverable needing action. Click Deliverables
from the contract menu.
Al deliverables submitted for that contract

@Add new record || (D Save changes | (® Cancel changes

Date Encumbered FM# Fund Amount Description &
1112015 12455132135 HR §10,000.00 Task 1 Del
1112015 12455132135 HR §5,000.00 Task2 Del
1112015 12456132136 HR $5,000.00 Task 3 Del

1112015 12455132135 HR $5,000.00 Task 4 Deliverable

will appear. Look for the deliverable with an In
—— |} Review status to locate the deliverable that is
pending review.

 Delete

x Delete

Click download in the attachment section to
download the deliverable file and review it.

Approving a deliverable

Deliverables submitted by a principal investigator are
approved or rejected through RCA. Once a deliverable
submitted by the Pl is accepted by the Research Center,
you will receive an email notification that a deliverable is
ready for your review.

Deliverables pending review can be accessed two ways:
Pending Deliverables from the home page or from the
deliverables section of a specific contract.

Home > Contract (001 977-02) > Deliverable > ListForContract

Contract #001 977-02

If the deliverable is acceptable, click approve. Notification
will be automatically sent to the Principal Investigator and
the Research Center.




If there are issues with the deliverable as submitted,

click reject. Notification will be automatically sent to the
Principal Investigator and the Research Center. You may
also need to reach out directly to the Principal Investigator
with further direction in order to correct issues.

Approving an invaice
Once deliverables have been approved, invoices are also
submitted and approved through RCA.

As with deliverables, invoices pending PM review are
accessible from both pending invoices on the home page
or from the invoices section of a specific contract.

Using Pending Invoices
The Pending Invoices screen will show only those invoices
which require action by the Project Manager.

Download the pending invoice from the attachment
section and review it for accuracy.

Contract #001 977-02

The following invoices are pending review. To
view all the invoices for a specific contract,

select a contract by number here. O

001 977-02 invoice #I

If the invoice is acceptable as submitted, click approve.
Notification will be automatically sent to the Principal
Investigator and the Research Center.

If there are issues with the invoice as submitted, click
reject. Notification will be automatically sent to the
Principal Investigator and the Research Center. You may
also need to reach out directly to the Principal Investigator
with further direction in order to correct issues.

Accessing Invoices from the Contract Screen
Navigate to the specific contract with an invoice needing
action. Click Invoices from the contract menu.

Allinvoices submitted for that contract will appear. Look
for the invoice with an In Review status to locate the
invoice that is pending review.

Click download in the attachment section to download the
invoice file and review it.

If the invoice is acceptable, click approve. Notification will
be automatically sent to the Principal Investigator and the
Research Center.

If there are issues with the invoice as submitted, click
reject. Notification will be automatically sent to the
Principal Investigator and the Research Center. You may
also need to reach out directly to the Principal Investigator
with further direction in order to correct issues.

Approving a draft final repart

Draft final reports are typically due 90 days prior to the
expiration date of the contract. Please remember that
draft final reports are not rough drafts and should
be high quality and publication ready. Feel free to
collaborate with your principal investigator prior to
submission to the Research Center in order to ensure as
high a quality as possible.

Once a draft final is submitted by the principal investigator,
the Research Center will first review the draft final. If

the draft final is approved, you will receive notification

that that the draft final is ready for final review. Within

ten days, the Research Center will provide the editorial
review to the project manager. As the project managers
are responsible for the overall quality of reports, they

may accept all, some, or none of the non-technical review
comments. This editorial review will be emailed to the PM
as well as uploaded to RCA for reference.

If the draft final is rejected by the Research Center, any
issues with the draft final report will need to be corrected
by the principal investigator and resubmitted through RCA.
Project managers typically have 30 days to approve or
reject a draft final to approve the final payment for the
contract.

Like deliverables and invoices, draft final reports can be
accessed two ways: click pending drafts from the home
page or from the draft final section of a specific contract.



Using Pending Drafts
The Pending Drafts screen will show only draft final reports
which require action by the Project Manager.

Download the draft final report from the attachment
section and review it.

Home > DraftFinal > Pending
The following deliverables are pending

review. To view all the deliverables for a
specific contract, select a contract by number

here. o

001 977-02

description Draft Final Report comments Comments for the RC and the PM

tatus In Review £ o port.xt
size: 532 bytes

received 2015-03-16

If the draft final is acceptable, click approve. Notification
will be automatically sent to the Principal Investigator and
the Research Center.

If there are issues with the draft final as submitted, click
reject. Notification will be automatically sent to the
Principal Investigator and the Research Center. You may
also need to reach out directly to the Principal Investigator
with further direction in order to correct issues.

Accessing Draft Final Reports from the Contract Screen
Navigate to the specific contract with a draft final report
needing action. Then, click Draft Final from the contract
mendu.

All draft final reports submitted for that contract will
appear. Look for the draft final with an In Review status to
locate the report that is pending review.

Click download in the attachment section to download the
file and review it.

Contract #001 977-02

If the draft final report is acceptable, click approve.
Notification will be automatically sent to the Principal
Investigator and the Research Center.
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If there are any issues with the draft final report as
submitted, click reject. Notification will be automatically
sent to the Principal Investigator and the Research Center.
You may also need to reach out directly to the Principal
Investigator with further direction in order to correct
issues.

Approving an amendment

Any modification to an executed contract or task work
order requires an amendment to that contract or task work
order. Modifications include additional time, an increase

or decrease in funding, change in the scope of the project,
change of project title or project investigator.

Amendments cannot be accepted if the master
agreement has expired, the task work order has
expired, all funds have been expended or all
contracted services have been delivered.

The amendment process begins in RCA when a Principal
Investigator submits an amendment in RCA. First, the
Research Center will provide a preliminary review and
approve or reject the amendment request. Notification will
be automatically sent to the Principal Investigator and the
Project Manager.

Once action has been taken on the amendment by the
Research Center, the amendment will be available for
review by the Project Manager.

Like invoices, deliverables and draft final reports, pending
amendments can be accessed in two ways: from the
Pending Amendments section or from the amendments
section of the specific contract.

Using Pending Amendments

The Pending Amendments screen will show only
amendments which require action by the Project Manager.
Click View to see the details of the requested amendment.

The following amendments are pending
review. To view all the amendments for a
specific contract, select a contract by number

here. O

001 977-02

E » status Submitted type @End Date

The expanded amendment screen will list the details of the
requested amendment.



Amendment to contract #001 977-02

PSR « wrirers

contract# 00197702
title Testing and Feedback
start 2015-01-01
project manager DeFord, Harvey “Dale

end 2015-06-01

contractor University of Florida

principal investigator Tia, Mang

status Submitted

| executed |

Adaditional Time

Request for additional ime for complefion of services.

enddate 2015-06-01

justification

3 20151231

If the amendment is acceptable as submitted, click
approve. Notification will be automatically sent to the
Principal Investigator and the Research Center.

If there are issues with the amendment as submitted,

click reject. Notification will be automatically sent to the
Principal Investigator and the Research Center. You may
also need to reach out directly to the Principal Investigator
with further direction in order to correct issues.

Accessing Amendments from the Contract Screen
Navigate to the specific contract with an amendment
needing action. Then, click Amendments from the contract
menu.

If the amendment is acceptable as submitted, click
approve. Notification will be automatically sent to the
Principal Investigator and the Research Center.

If there are issues with the amendment as submitted,

click reject. Notification will be automatically sent to the
Principal Investigator and the Research Center. You may
also need to reach out directly to the Principal Investigator
with further direction in order to correct any issues.

Amendment to contract #001 977-02

PSRBT « wroiners

contract# 001977-02

title Testing and Feedback
start 2015-01-01
project manager DeFard, Harvey “Dale
contractor University o Florida

end 2015-06-01

principal investigator Tia, Mang
status  Submitted

| executed |

Additional Ti

ime
Request for additional time for completion of services.

enddate 2015-06-01

justification

3 2015-12-31

Completing the Deployment Plan

After a new contract has been executed, the

deployment plan should be completed by the Project

Manager before a kickoff meeting is held with the
Research Center. This plan is completed in

Contract #001 977-02

title Testing and Feedback
executed 2015-01-01
start 2015-01-01
submit All Reports
office State Materials

draftfinal 2015-08-01
end 2015-06-01

objectives

Kick-off meeting date
project manager DeFord, Harvey “Dale’ close-out meeting date

team member VanDenBogae attachments 4 atachments (show/hide|

contractor
principal investigator Tia, I
co principal investigator
status Active
type Contract

P — 1 task work orders B deliverables | Iy draft final e e

RCA.

From the contract screen, click Deployment
Plan.

The deployment plan is broken up into
sections including project information,
implementation, performance measures,

All amendments submitted for that contract will appear.
Look for the amendment with an In Review status to
locate the amendment that is pending review. Click view
to expand the details of the submitted amendment.

Amendments for contract #001 977-02

contract# 001977-02
title Testing and Feedback
start 2015-01-01
project manager DeFord, Harvey "Dale”

end 2015-06-01

contractor University of Florida

principal investigator Tia, Mang

=L

status In Review type &End Date

technology transfer, marketing and training.

Click on each section heading to open that section and
answer each question to the best of your ability.

o unlocked

Project Information

ted by the outcome of this researoh

Once all of the sections is complete, click save.

The deployment plan can continue to be modified until
locked by the Research Center.

1



VENDOR CONTACT

As RCAis customized by user types, the following section
will contain instructions specific to vendor contacts.

Instructions for Principal Investigators begin on page 3.
Instructions for Project Managers begin on page 7.

Navigating through RCA
Once logged in to RCA, the Home page will appear. From
here, you can access all areas of RCA.

Quickly access all pending items from the front page,
including invoices, deliverables, amendments, and draft
reports. Pending Invoices will show you all invoices for
contracts with which you are associated which have not
been approved by the Project Manager.

Click Pending Deliverables to see any deliverables for your
contracts which have been submitted but have not been
approved by the Project Manager.

Pending Amendments will list any amendments that have
been submitted for your contracts which have not been
executed.

Similarly, Pending Drafts will list any draft final report

submissions made for your projects which have not been
approved by the Project Manager.

R A research contract
administration
ENE

Home

Accessing Contracts

Research contracts can be accessed in several ways. You
can click Contracts on the home page or click Contract
Search in the menu bar. You can also search for a contract
by contract number in the search bar in the upper right
corner.

Viewing a Contract

To access a specific contract, click Contract Search in the
menu bar. Every contract with which your organization is
associated will appear in the contract grid.

To narrow the results, click Contract Search. You can then
enter search terms including contract number, contractor,
last name, status or start and end dates. Then click Submit.
Results will appear in the grid.

RCA research contract
administration

Narrow contract search results
BRI R AT T

Jessica Vandenbogaert &b
harvey deford@dot state fl.us

Quick Contract Search

Quickly access pending items.

pending invoices pending deliverables

&

administration

contracts

pending amendments

pending drafts

latal

performance
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Click the contract number to view the details of a contract
and take action.

*

R A research contract
administration

adimin dashboard

@ Principal Investigator ®
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang
Tia, Mang

Tia, Mang

Contract Home Screen

The contract home screen lists all of the details associated
with a contract including start date, end date, Pl and PM,
etc. as well as the contract menu. All action that can be
taken on the contract starts with the contract menu.

Enter the name of the deliverable and any comments you
may wish the Research Center or the Project Manager to
see. Click save changes.

deliverables  ©add new

received 2015-03-12

reviewed

deliverable  Deliverable Title

due date
status  Submitted

Comments for PM and RC

comments

@ Save changes ®Caneel changes

Then, you need to upload the deliverable file to RCA. Click
Select Files. Navigate to the file you would like to upload
and click upload.

received 2015-03-12

Contract #001 977-02

The Research Center will be notified that the

B s v [ s () O |

deliverable is now ready to be reviewed.

—— Contract Menu
— ey — You will receive a notification once action has
= been taken on the deliverable by the Research
Center. If the deliverable is approved, it will
e e then go to the Project Manager for review.
If the deliverable is rejected by the Research
e [ |} Center, any issues with the deliverable will
oo e o = need to be corrected and resubmitted through
= e R S = RCA.
56 of Once the Project Manager reviews the
deliverable, you and the Principal Investigator
will receive a notification
Submitting a deliverable of their decision. If the
Depending on the scope home e e el deliverable is approved,
and terms of the specific s s an invoice can then be
contract or task work submitted for payment.

order, deliverables may be Contract #001 977-02

required to be submitted and

contract# 001977-02

approved, title Testing and Feedback

start 2015-01-01

contractor University of Florida

To submit a deliverable,
click Deliverables from the
contract menu. Then, click
Add New.

principal investigator Tia, Mang

project manager DeFord, Harvey "Dale”

deliverables ©add new

If the deliverable is rejected
by the Project Manager,
any issues will need to be
corrected and resubmitted

through RCA.

end 2015-06-01
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Submitting an invaice

Once a deliverable has been approved by the Project
Manager, an invoice can then be submitted. Invoices can
be submitted by the PI, the PM, or a contractor contact
such as a member of the accounting department.

From the contract screen, click Invoices. Then, click Add
New.

Contract #001 977-02

contract# 001977-02
title Testing and Feedback
start 2015-01-01
project manager DeFord, Harvey "Dale”

end 2015-06-01

contractor University of Florida
principal investigator Tia, Mang

Enter the name of the invoice and any comments you may
wish the Research Center or the Project Manager to see.
Click save changes.

invoices  ©add new

invoice# [|nvoice Number received 20150312
fm# approved
— paid
amount |10000
status  Submitted

comments | Comments for the PM and RC

@) Save changes @ Cancel changes

Then, upload the invoice file to RCA. Click Select Files.
Navigate to the file you would like to upload and click
upload.

If the invoice is rejected by the Research Center, any issues
with the invoice will need to be corrected and resubmitted
through RCA.

Once the Project Manager reviews the invoice, you will
receive a notification of their decision and a separate
notification upon payment of the invoice.

Submitting a draft final report

Draft final reports are typically due 90 days prior to the
expiration date of the contract. Please remember that
draft final reports are not rough drafts and should be
high quality and publication ready. Feel free to collaborate
with your Project Manager prior to submission to the
Research Center in order to ensure as high a quality as
possible.

Contract #001 977-02

contract# 001977-02
title Testing and Feedback
start 2015-01-01

project manager DeFord, Harvey "Dale”

end 2015-06-01

aste; University of Florida
Tia, Mang

To submit a draft final to the Research Center, click Draft
Final from the contract screen. Then, click Add New.
Enter a name for your draft final and any comments you
may wish the Research Center or the Project Manager to
see. Click save changes.

invoice #invoice Number (<cit) (delete)

invoice # Invoice Number received 2015-03-12
fm# approved
amount $10,000.00 paid
status Submitted
comment Comments for the PM and RC

The Research Center will be notified that an invoice is
ready to be reviewed.

Invoices undergo the same approval process as a
deliverable. You and the Principal Investigator will receive
a notification once action has been taken on the invoice by
the Research Center. If the invoice is approved, it will then
go to the Project Manager for review.

14

received 2015-03-12
reviewed

deliverable |Draft Final Report

due date
status Submitted

comments | Comments for the PM and RC

(@ Save changes @ Cancel changes

Then, choose the file to upload to RCA. Click Select Files.
Navigate to the file you would like to submit and click
upload.

Draft Final Report (e<ii) (delete)

received 2015-03-12

approved

description Draft Final Report
due date

status Submitted attachments

comment Comments for the PM and RC Select files. drop files here to upload

The Research Center will be notified that a draft final is
now ready to be reviewed.




You will receive a notification once action has been taken
on the draft final by the Research Center. If the draft final is
approved, it will then go to the Project Manager for review.
The Research Center will also conduct a non-technical
editorial review pursuant to contract requirements. This
editorial review will be emailed to the PM as well as
uploaded to RCA for reference.

If the draft final is rejected by the Research Center, any
issues with the draft final will need to be corrected and
resubmitted through RCA.

Once the Project Manager reviews the draft final, you and
the Principal Investigator will receive a notification of their
decision. If the draft final is approved, an invoice can then
be submitted for payment.

If the draft final is rejected by the Project Manager, any
issues will need to be corrected and resubmitted through
RCA.

Submitting an amendment

Any modification to an executed contract or task work
order requires an amendment to that contract or task work
order. Modifications include additional time, an increase

or decrease in funding, change in the scope of the project,
change of project title or project investigator.

Amendments cannot be accepted if the master
agreement has expired, the task work order has
expired, all funds have been expended or all
contracted services have been delivered.

The amendment process begins in RCA:
From the contract screen, click Amendments. Then, click
Add New.

date as that will be added later once the amendment is
executed.

Amendment to contract #001 977-02

3 e O

Additional Time

Request for additional ime for completion of services.

enddate 50150601 >

justification

4
Change to Funding
Altach a budget sheet for the requested change.

aaaaaa 0.00

Attach a revised scope of service and a revised project schedule.

title £
Testing and Feedback

project manager peford, Harvey "Daf
principal investigator Tig, pang >
draft final date >

comments

Amendments for contract #001 977-02

contract# 001 877-02
title Testing and Feedback
start 2015-01-01 end 2015-06-01

project manager DeFord, Harvey "Dale”

contractor Universify of Florida

principal investigests

Depending on the nature of the amendment requested,
fill out the section of the form relative to the amendment
request including a justification and any necessary
attachments. You do not need to fill out the executed

Once completed, scroll to the bottom and click save
changes.

The Research Center will be notified that an amendment is
ready to be reviewed.

You will receive a notification once action has been
taken on the amendment by the Research Center. If the
amendment is approved, it will then go to the Project
Manager for review.

If the amendment is rejected by the Research Center, any
issues with the amendment will need to be corrected and
resubmitted through RCA.

Once the Project Manager reviews the invoice, you will
receive a notification of their decision. The Research Center
will then process the amendment and provide an executed
date. The requested modifications are not authorized
until all necessary approvals have been received and
the amendment has been fully executed.

Please contact the Research Center with any
questions or suggestions for improvement.

research.center@dot.state.fl.us
850.414.4615




