SITEMANAGER USER MANUAL REVISIONS
2009 Revisions

**This is a list of revisions to the February 16, 2005 version. The manual has been
totally reformatted and major changes made. The entire manual needs to be reprinted for
use. Replacement pages are not available due to the massive changes and reformatting.

Updated: 10/23/2009

Section Page Revision Updated
Cover E Changed revision date Y
ront
Sheet
Ack Updated Acknowlegements Y

1 intro | Added portal link for online documentation Y

1 > Updated wording and project status to include Y
conversion info
Updated flowchart to remove Y

1 3 CAS/CWB/conversions and add all Trns-port
modules and to include FMSII database.

Took individual names off of security list and Y

1 15 made them generic. Changed location for IT35
on Portal.

1 16-18 | Updated SM rules and procedures Y

1 19 Remoyed MS Wo'rd error message-doesn’t Y
occur in new version anymore
Changed the last box in flowchart to say that Y

1 20 “errors 328 and 412 will be displayed in fattalog
indicating that the conversion voucher has been
processed”

1 21 Updated process flow Y
Added notes to CDCO initializations for Y
checking State Project Number to make sure
that Federal Project Number not included. Note

3 5 to refer to new Federal Project Number field on
Contract generics. Added instructions on how
to run the Contract Status Report and add the
Primary PCN field
Added estimate status, federal project number, |Y
inspector phone and fax numbers.

3 22 Added notes to CDCO and DCA initializations
for “Use NONE if there is not a Federal Project
Number (don’t use N/A)”

Added directions for adding margin codes Y

3 24 immediately after any fuel adjustment items are
initialized.
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Section Page Revision Updated

3 25 Added new Price Index plug-in process Y
3 30 Added project level status update Y
3 31 Added note for format of federal project number | Y
Updated category generic screen and structure | Y
3 36 number doc. Took out maintenance activity
and asset code review references.
3 41 Updated descriptions on customer id and Y
requirements
Added note to check only one primary county
3 48 and that it should match the city/county code in
field above.
3 53 Changed NTP to Time Charges Start Date and | Y

replaced with new crucial dates screen

Added note: maximum subcontract percent is Y
defaulted to 70%. May need to change later if
there are substantial work orders that cause

3 55 current contract value to need more than 70%
of work. Added notes to DCA init about Federal
Project Number and to use NONE if there is no
federal project.

3 57.58 Added review of Contract generics to DCA Y
initialization.
3 58 Added NTP as a key date Y
Added new project generic screen with BIDDS | Y
3 59 , :
and Stimulus Fund on it.
Added instructions for review of contracts with | Y
3 71 price adjustments (opt-in spec) to DCA
initialization right before activation
3 78 Took out reference to NTP an replaced with Y
Time Charges Start Date
3 83 Added NTP to Key Dates prior to activation. It |Y

is now a required key date.

<

Changed staff members (step 11) to delete the
3 114 SSN reference and use VDOT Employee id
number instead

122 Added instructions for using the find/filter/sort to
only get active users

Changed Notice to Proceed to Time Charges
Start Date.

Changed words “typically” to required.

Deleted training references

eI
O [OIN DN

Added DWR remarks list and note with
importance of entering them.

< <<= =<| =<

Added steps for saving the estimate in HTML

4 format for electronic transfer
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Section Page Revision Updated
Added doc for pasting in Work to DWRs. Add
4 10 reference to new Appendix that shows the
setup needed for characters to paste correctly.
35.36 Took out references to inbox functionality Y
4 i (estimate approvals for PE, RE, DCA)-add
and 39-40 .
comment to email these levels for the work
flow-update index
Added documentation on contract completion Y
4 44-45 :
discrepancy
4 45 Changed note to say that DCA can no longer Y
override PE and RE estimate approvals
5 7 Removed payrools from the PM section and Y
moved to new CR section 11
5 10 Took out the comment for training Y
New button is unavailable when trying to do Y
5 11 Retainage-added note that new is not available
during estimate generation of approval
processes
Added holding and releasing of retainage, using | Y
retainage records and adjustments and
5 14 combination of both. (retainage held/released
for progress, retainage held/released at the end
of the job)
5 18 Added saving process list reports into HTML Y
format for distribution.
Added Note to send to new Liquidated Y
5 23 : .
Damages procedures in section 9K
Added procedures to Verify Current Price Index | Y
5 24 —corrected wording and made clearer
SCD doesn’t currently verify the maintenance Y
5 36 activity code and asset code. Deleted verbiage
from the section.
Took out the Note at bottom of page and Y
5 46 replace with procedures on how to resolve this
discrepancy.
Added 0 and negative estimate processes Y
5 91
Updated and corrected section numbers in Y
5 96 references.
Prior balance due field is now a decimal field- Y
6 5 added new screen print and/or instructions
needed
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Section Page Revision Updated

Added instructions for negative semi-finals and | Y

6 5 :
prior balance due
Added procedures for prior balance due and Y
6 9 how to enter it in Contract generic screen
before estimate generation and take out after
estimate generation.
6 17 Added note on zero SF Y
6 27-31 | Took out references to training manual Y
Added estimate procedures for 0.00 SF and Y

Final Estimates (FMSII interface doesn’t load

6 31 these anymore, DCA must notify Fiscal of this

so they can key it into FMSII manually)

Changed instructions to say that only PMs can | Y
6 32 enter Reasons for Differences. Added note to

explain the remarks override feature.
6 63 Added note on zero SF Y

Added instructions for using the find/filter/sort to | Y
6 64-67 )

only get active users

Added note on zero SF Y
7 2

Added reference to liquidated damages in 9-K | Y
7 7

Added reference to retainage Y
7 7

Added procedures for prior balance due and Y
7 7 how to enter it in Contract generic screen

before estimate generation and take out after

estimate generation.

Added estimate procedures for 0.00 SF and Y
v 8 Final Estimates (FMSII interface doesn’t load

these anymore, DCA must notify Fiscal of this
so they can key it into FMSII manually)

8 Reviewed and updated section references Y

Added more detail on Change orders for type, Y
categories, reasons. Clarify Change Order

9 273 procedures for add items, contract changes,
force accounts, etc.
Added note for Work order number on the Y
9 9 Change Order panel should only have 3
characters entered.
9 13 Added updates on screen for CO Y
9 17 Added category descriptions for 7000, 8000, Y
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Section Page Revision Updated

9000

Added instructions for adding 0.00 dollar Y

9 46-52 change orders (policy changes)

Removed the "Defaulted Subcontractor" section | Y
9 84 and replace with new information.

Added info for Subcontracts for partial items, Y
9 74 subs changing (subtracting of subcontract
quantities)

87 Added instructions for entering partial work
subcontracts

137 Added stockpiled materials info

Added verbiage about difference invoice but
142 ; . :
same item for Stockpiled materials

147- | Added Releasing Retainage-Move retainage to
148 adjustment appendix

Added procedures for saving estimate in HTML
9 168 : :
format for electronic transfer (email)

< =< <] << =<

Added new section for Liquidated Damages

175- (assessing and reducing and zeroing out)

177

178- | Added new section on plan discrepancy
180 function with procedures on how to use

9 181 Added section on Find, Sort, Filter (can copy
section in SM Browse Manual)

Split section nine and divided up into new
section 10 (9-CO, 10-rest of other processes)

(<]

RN
o

New section includes Other Processes

Updated appendix dividers

Renamed and restructured Appendices

Added all checklists in manual in an appendix

Updated the LAS/SM initialization procedures to
include the new C/S LAS

> | > | P>

Added the procedures for Maintenance
Charges Plug-in

< < <|=<|=<|=<| <] <] =<

Updated reports in appendix 10 to include all
A the new reports (see browse manual, may be
able to copy updates from there)

Added default procedures-Instructions on Y
change of contractor during the middle of a
contract (default, buy-out) Update bankruptcy
info in default procedures-new appendix

Added doc for URL setup for Maintenance Y

A Dashboard Paving Schedules
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Section Page Revision Updated
A Added an appendix for margin code application
A Added appendix for SMART Y
A Added Change Order duplication plug-in Y
procedures
A Added fuel and price adjustment plug-in Y
procedures
A Added NOI plug-in procedures Y
A Added PM Checklist in new Checklist Appendix | Y
A Added instructions for Estimate Validations Y
Plug-in
A Added new appendix for viewing vouchers in Y
FMSII
A Added new appendix for set-up for pasting from | Y
Word to DWRs.
A Added appendix for Margin Code Administrator | Y
Application Plug-in
A Added appendix for doing DCRs in CEDAR Y
A Added appendix for adjustments Y
A Moved DCA and PM Questions and Answers to | Y
Learning Guide
Moved all Roadmap and process flows to Y
A separate document
Moved Comparison between SM and Y
A CAS/CWB reports from Appendix G to another
separate document
ALL Updated all TOCs Y
ALL Reduced sizes of the pictures and turned them |Y
into gif files
Reviewed and changed fonts to be consistent Y
ALL throughout the manual. Make Times New
Roman the standard.
ALL Took revision dates off of all footers and make |Y
formatting consistent
ALL Updated Index on all sections
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A. Introduction and Scope of System

The SiteManager construction management system was developed and is maintained under the
auspices of AASHTO through their joint development process. The overall objective of the project is
to utilize the latest technology to provide engineers, technicians, and construction administrators with a
set of tools to help them effectively and efficiently manage the State’s construction program.

Virginia was one of the lead states in the original development process for this software. When it was
fully implemented, SiteManager replaced the CAS (Contract Administration System) module of
Trns-port and Construction WorkBook (CWB), as well as, make available additional capabilities to
inspectors, construction administration and materials management personnel.

SiteManager is an AASHTO product and a module of Trns-port. It provides a common tool for
managing statewide inspection, contract administration and contractor payment activities.
SiteManager interfaces with enterprise systems (Data Warehouse/Dashboard and FMSII) and with
other modules of Trns-port. With SiteManager, inspector field and contract administration records are
in electronic format. Centralized field and contract administration records will allow more efficient
and accurate reporting capabilities.

There is an increased accountability. The inspector (Project Manager/Lead Inspector) is responsible for
contractor estimate generation, is the first level of approval, and is the only person able to revise the
estimate. Revisions and approvals are stamped with user identification. All levels of estimate
approvals are electronic.

SiteManager provides satisfaction of mandates (Commission on Transportation Policy and APA
Audit). Additionally, SiteManager supports the Secretary of Technology’s call for electronic business
by providing electronic approvals and electronic exchange of data with contractors and within the
Department of Transportation.

SiteManager provides the ability to manage all contracts let — construction and maintenance.
SiteManager replaces the Mainframe CAS module of Trns-port. It provides electronic records, data
exchanges and approvals. It enables statewide communication of contract status and facilitates
integrated reporting. All of the data is housed in one database. The inspector that is in standalone
mode of operation will upload the data from his local database to the main database periodically. All
data on the databases is updated and available, as soon as the data is entered or uploaded. The Data
Warehouse will be updated with SiteManager data daily. Read-only reports are available for statewide
users desiring contract and contractor payment information. SiteManager populated Data Warehouse
in conjunction with CAS (until it was phased out) for reporting and populating the Dashboard.
SiteManager did not change the look of the data or data supplied to the Dashboard. SiteManager went
to Production July 30, 2004. All active contracts from CAS Mainframe were converted to
SiteManager as of August 1, 2006. Client Server CAS is used for historical data in CAS and detailed
data for CAS contracts converted to SiteManager.
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User Manual
Section One — Overview - Page 2 of 20



B.
TRNS-PORT OVERVIEW

Plans / D651gn§rs
»/ gather item
Work Item details from
Quantities plans
[ Sy SN
' Quantities and Prices TRNS-PORT
Estimate and y

A

PES prices R
PES "| ESTIMATOR

Proposal and Refined prices

related
Documents

{| Estimates
Proposal < System <
- \ EXPEDITE
Electronic
4 ' Bidding
Contractors x DSS
purchase proposals v Decision
¥ BIDX Support
Electronic System
LAS bids
Letting and 4
| Award System
Bid in electronic Y
BERC bid

format (entered

retrieval console

via BIDX)

Details about awarded contract

Supporting

documents for
work items
placed

SiteManager Interface to FMSIT |
v FMSII

e 7y \

/ip:hne pipeline T~ 02— :

p

Documents
to DCA’s

and Fiscal data up + data down
Data
Warehouse
Standalone
Inspectors SM DB
enter daily (optional) VDOT Trns-port™ SiteManager™
User Manual

work report

(DWR) Section One — Overview - Page 3 of 20




C. SiteManager Panels
C.1. Logon

1. The SiteManager Logon screen is shown below. Enter your User ID. User IDs are initiated by
Central Office. The first two letters indicate your location
(i.e., Central Office = CO, Fredericksburg = FR, Richmond = RI, etc.), followed by your initials,
and a three-digit code. Enter your Password.

SiteManager Logon

Trns pork
wqj—_'c!n!:ﬁ Manager-

SiteManager Logon

e 3iteManager-
\ .

Trnspart

L‘ Construction Management Software

User 1D: |COJHWO0

Password: I***ﬂ
Connect to: ISg“re[ 'I

Logon I Close |
Copyright = 1936 by the American Aszociation of State
Highway and Transportation Officials, Inc.
444 Morth Capitol Street, M., Suite 243
wiashington. D.C. 20001 U.5 A, [202] 624-5800

Change Password |

IEnter the User Pazsword.

User ID: [RIKFHOOM

Password: |-

Connect to: [ETRLRTNETMNNE - |

[ Logen | Close |
Copyright € 1996 by the American Association of State
Highway and T ranspartation Officials, Inc.
444 Marth Capital Street, MW, Suite 249
‘wiashington, D.C. 200071 LS54, [202] E24-5200

Change Password |

|Enter the Uzer Passwaord,

Next, choose to Connect to either (1) Server (network connection ability) or (2) Standalone.
Note: Users should only choose Standalone if they need to work in a location where the server is
not available. User must pipeline down contract information while connected to server in order to

use Standalone mode.

2. The SiteManager Available Groups screen.

Available Groups for COJHWOO1

Gipld | Group Name [a
SkAIME |Siteh-1 anager [nouiry Group
INSP Inzpector
SkADMIN - |Sitetd anager Administrator
Pd
Froj Eng Froject Engineer
Fez Engr  |Residency Construction Engineer -

Select the Group for the session.

114 I

The Available Groups screen
appears after a user logs on.

The user needs to select the
appropriate Group ID/Group
Name.

Click on OK. Note: Ifuser only
has authorization for one group,
this screen will not appear.

3. After a user logs on and selects the appropriate Group ID/Group Name, the SiteManager Main
Panel opens with the Contract Administration icon highlighted:

ESiteManager Panel x|
Main Panel { Cortrast Administation(+] ]
S £ © m X
Dl Witk Pipeline and Contractor Change Cival Rights[+] Matenals
Feports(+] Zipll Payments{+] Orders[+] Management(+]
L)
Accessones+]  Manuals(+)

VDOT Trns-port™ SiteManager™
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C.2. Contract Administration

C.2.a. Contact Records

1. From the Main Panel shown above, the user double-clicks on Contract Administration. The
following Contract Administration panel appears containing several different components of
Contract Administration. The Contract Administration folder tab is bold and Reference Tables is
highlighted. Double Click on Contract Records icon to access the online contract information.

2. Opening the Contract Administration Panel will provide several components that a user may need

to access for Contract Administration tasks. If the user double-clicks on Contract Records, the
Contract Records panel opens displaying many components within Contract Records.

ﬂSiteManager Panel

VDOT Trns-port™ SiteManager™
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C.2.b. Contract Management/Subcontracts

1. Return to the Contract Administration panel by clicking on the Contract Administration folder tab.

Double-click on the Contractor Management icon in order to access the Subcontracts

component.

Here is the Contractor Management panel. Subcontracts is highlighted.

The user would double-click
on the Subcontracts icon to
open the Subcontracts Panel.

C.2.c. Change Orders/Tracking

1. To open Change Orders, return to the SiteManager Main Panel and double-click on the Change

Orders icon to open the Change Orders panel/components.

Main Panel T Change Orders(+) ]

i

Contract D aily “work, Fipeline and Contractar Civil Rights[+]  &ccessories(+]
Administration(+]  Reports(+] Zip[+] Payments(+]
—y i
| (1)
System b anuals(+]

Administration(+]
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The Change Orders panel opens with many components available for selection.

Example: To perform progress tracking of Change Orders, the user needs to double-click
on the Change Order Maintenance icon on the Change Order panel. The Change

Order Maintenance panel opens and several components for user selection are shown.
25i |

2. Next, the user would need to double-click on the Tracking icon to open information
on the Change Orders. The following is an example of the Change Order Tracking screen:

®3aasHTO SiteManager

Eile Services Window Help
=1 -1

ETracking

VDOT Trns-port™ SiteManager™
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C.3. Inspector Records

C.3.a. Daily Work Reports (DWR)

1. From the main panel, double-click on Daily Work Reports. This is the panel that
Inspectors and Project Managers will use to create Daily Work Reports. On the SiteManager
Main Panel, double-click on Daily Work Reports.

SiteManager Panel

2. The Daily Work Reports Panel opens. Double-click on Daily Work Reports on this panel to
open the component.

Daily Work Reports panel.
3 AASHTO siteManager = AL

Fle Edit Services window Help
OEREE DEEWE

General
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C.3.b. Diary

1. To open a Diary, go to the Daily Work Reports panel and double-click on the Diary icon.

The Diary Panel opens. The Project Manager creates diary to authorize the DWR(s)
for each day.

3 AASHTO siteManager ==
File Edit Services Window Help

PR EE DS W E|
= =lojx|
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C.5. FMSII Interface

When an estimate goes through the last approval, the estimate information is automatically written
to the results plug-in file to await processing. Using the code sheet plug-in and the results plug-in,
the DCA will correct any contracts that did not get loaded because of errors and resubmit for
processing again. The FMS II Interface will run nightly and pick up estimates (new and
resubmissions) from the file, prepare them for payment, create FMSII Interface files and create
online reports for the District Contract Administrator (DCA) review (code sheet, error reports).
Reports will also be produced with a log of contracts with errors and a log of contracts that were
successfully passed to FMSII.

DCA approvals in FMSII will be done the same way as they are currently done.

The SiteManager to FMS II Interface includes three programs: a batch program which will validate
and export data, a plug-in which will display the results of the batch program run, and a plug-in

which will display the Contractor Payment Code Sheet Report. The plug-ins can be accessed from
the Contract Administration area under attachments.

FMS II Interface Files

Approval File Nightly
Run

Estimate Financial FMSII Results Plug-in

Codesheet Plug-in

Reports

Codesheet Plug-in:

This plug-in can be run from either the Contract Administration or Estimate functional areas. This
plug-in displays the codesheet information for a contract for a certain estimate. The plug-in can also
be printed.

Results Plug-in:

This plug-in can be run from either the Contract Administration or Estimate functional areas. This
plug-in displays the error messages and informational messages for a contract for a certain estimate.
The plug-in can also be printed. The results plug-in also allows the user to set a flag and resubmit a
voucher after corrections are made. The only corrections that can be made to an estimate that has gone
through the last estimate approval are only for financial fields that were incorrect or missing (such as
structure id, UPC, etc.). Line item payments cannot be corrected on this estimate once the
estimate has successfully gone through the last approval in SiteManager. Corrections must be
done on the next month's estimate.

VDOT Trns-port™ SiteManager™
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C.6. Data Warehouse (DW) Interface

VDOT implemented an Enterprise DW to provide decision support by unifying data from different
source systems and storing the data in a format useful to analysts and decision makers. By integrating
this data into a single system and retaining it for long periods of time, the business community has
access to centralized, accurate, and pertinent data. "Data Marts," sourced from the DW, exist for
participating business units and provide each with critical pre-defined queries and reports that facilitate
analysis and decision-making. In addition, authorized users can construct and run ad hoc queries and
reports to satisfy on-demand business needs.

To date the DW contains business information from the Program/Project Management System
(PPMS), Right-of-Way and Utilities Management Systems (RUMS), Environmental and the
Construction Administration System (CAS) portion of Trns-port. This information is refreshed nightly
from the original source systems. SiteManager will populate the Construction Data Mart (CDM) as the
original source of data, also. This will allow reports to be done using both CAS and SM data. Once a
contract has been converted from CAS to SM, the source of that data will be SM.

VDOT Trns-port™ SiteManager™
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D. SiteManager Security Groups

System Administrator — Central Office — Information Technology Applications Division
Scheduling and Contract Division - Contract Administration — Central Office

District Contract Administration (Each District Contract Manager/Administrator)
Responsible Engineer (formally Resident Engineer) - Each District ARE/Designee
Project Engineer (Each District Project Manager/Designee)

*Project Manager (PM) — Lead Inspector responsible for estimate

*Inspector — Other Inspectors assigned to the project

*Note: Project Manager (PM) and Inspector (Insp) can be one and the same or different.
Browse User — Allows read-only access/reports

District IT — District Information Technology staff
INSP-Inspectors who will only be doing Daily Work Reports (DWRs) and never be responsible for doing an
estimate

Note: SiteManager is part of SARA (System Access Request Application) now. A user can request
access to SiteManager in SARA. Once the user submits the request for access, an automated email
will be sent to the user’s supervisor for approval. Anyone can submit a request for another person
(does not have to be in the chain of command). However, the supervisor will still be notified and will
be required to approve the request. Once that is done, the request goes to their designated IT personnel
(DTRM) and then to the IT division at Central office. After IT Division’s approval, Security division
grants the user access and they notify the user of their user id and password. They also copy the IT
division and the supervisor of the user.

Explanation of groups:
INSP-Inspectors who will only be doing Daily Work Reports (DWRs) and never be responsible for doing an
estimate

PM-Lead inspectors, Project Managers who are responsible for doing Diaries, authorizing DWRs and doing
estimates (DCAs and Finals people will also need to have this group to be able to generate a final estimate)

PE-Project Engineers who are responsible for approving estimates and need access to browse contract records

RE-Responsible Engineers (formally Resident Engineer) who are responsible for approving estimates and need
access to browse contract records

DCA-District Contract Managers and District Contract Administrators are responsible for contract life cycle

IT-District and Central Office IT and Helpdesk who will have access to reset passwords and unsuspended
logons

BROWSE-Office personnel and management in Central Office, District Office and Residency Office who need
browse access and access to reports

CONTR-Contractor Claims. Provides details regarding claims, disputes and notice of intent.

SMADMIN- SiteManager Administration group is reserved for non-business use and functionality. The rights
associated to this group are relative to application & system maintenance. The number of Members within this
group are limited, and are part of the Information Technology Division with the exception of one person who is
the business owner liaison from the Scheduling and Contract Division.

Explanation of contract authority:
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Statewide-will be able to see all contracts statewide
District wide-will be able to see all contracts in a certain district

Residency wide-will be able to see all contracts in a certain residency
Contract Only-will only be able to see contracts for which they are specifically granted contract authority

E.

SiteManager Comparison to TRNS-PORT CAS and
Construction Workbook

SITEMANAGER

CAS/CWB

Daily Work Report (DWR)

Combines the C-83 and
C-84. Used to record
weather, activity, staff,
equipment, work items
installed.

Daily Diary
Form C-83
and Form C-84

CWB Form C-83. Used in CWB
as daily diary to record weather,
activity, staff, equipment, work
items installed. Contained
approval signature.

Diary

Electronic approval that
authorizes DWR, full day or
half day charged, and
allows additional
comments.

Signature Approvals

Form C-83 and C-84 contained
approval signatures.

Reasons for Differences
Report

Used to document
overruns and underruns of
items. Enter Reasons for
Differences (RFD) in
SiteManager and print the
RFD Report

Reasons for
Differences Report

Mark Reasons for Differences
(RFD) in CWB and print the
RFD Report

Estimate Report Estimate Progress Report Voucher Progress CWB Reports
Report Form C-21
Voucher Report Contract Status Report or Progress Report Form C-3
Progress Schedule on-line
Estimate Final Report Estimate Final Report Voucher Final Report | CWB Reports
Final Summaries Report | Summary of all items (pay g Final Summaries All CWB Reports
quantities) ltems
Estimate Summary by PCN gSummary by PCN CWB Reports
Form C-21
Voucher Supplemental Estimate Supplemental Voucher CWB Reports
Report (Final) Report Supplemental Report | Form C-21

Estimate - includes work
items entered during the
Estimate period. Also
includes staff, equipment.
Estimate Periods:

4th_3rd, pay on 3rd
11"-10", pay on 10"
20"™-19™, pay on 19th

Estimate period will end on
either the 3", 10", or 19"
SM uses server or
standalone mode.
Information is available
online to all users. Pipeline
function available for
working in standalone
mode. Estimate requires
pipeline uploads for
standalone mode only.

Voucher — includes
pay quantities
(transactions)
entered during the
voucher period.

Uploaded to District Contract
Administration Office for
payment on a monthly basis on
either the 4", 11", or 20"
Downloaded prior to next
upload. CWB is standalone
mode only and always requires
uploads and downloads.

Estimate amount

No minimum on estimate
amount

Voucher amount

$500.00 estimate amount
minimum

Project Manager (PM)

Person that authorizes the
Daily Work Report. PM

Project Manager

Senior Inspector that signs
(authorizes) the daily CWB
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SITEMANAGER

CAS/CwB

may be the only Inspector
assigned to the job, or PM
may be the senior
Inspector assigned to the
job. PM reviews DWR(s)
and authorizes them.

diaries.

Last Progress Estimate

Semi-final still generated
as a progress but prints
Semi-final on estimate
reports

Semi-Final

Work Items

Work Items are installed on

the Work Item tab of the
Daily Work Report. DWR
can be printed or display
with or without Diary.

Transactions

Listed as pay quantities at the
bottom of each CWB daily diary
sheet.

Lump Sum Work ltems —
Entering %

In SM, when entering a
Work Item as 50%, the
user would enter .50

Transactions—
Entering %

In CWB, when entering a
transaction as 50%, the user
would enter 50.00

Estimate Retrieval for
corrections or for deletion

In SM, after the DCA
approves the Estimate and
it goes through

FMS Il Interface, the
Estimate cannot be
retrieved for corrections
and it cannot be deleted.

Note: In SM, Estimate
corrections or deletion can

be done prior to approval of
the last level. If Estimate is

rejected, it has to go all the
way back to the PM for
correction.

Estimate Retrieval for
corrections or for
deletion

In CWB, DCAs can approve the
Estimate and retrieve it after the
Estimate goes through FMSII
Interface.

SM User ID and User would double-click on gHWY # and User would double-click on
password SM icon on desktop, then password CWB icon on desktop, program
enter SM User ID and opens. The user would use an
password. HWY # and password only
No HWY # used. when performing
Allows more secure data. upload/download tasks.
Contract ID Displayed within title Contract ID and Displayed in status bar at

screens in SM. Not
displayed in status bar.
Estimate period date not
displayed in status bar but

user can go to the Estimate

History icon for that
information.

Voucher Date

bottom of panels

Contract Initialization

User can either work on
network or pipeline data to
laptop for standalone use.

Contract Initialization

Contract is initialized
(downloaded) onto the user’'s
computer either by the District
staff or by the user.

DWR Page Numbering

Automatic — no manual
page numbering. Done by
date.

Diary Page
Numbering

Automatic or manual

Diary Authorization

Daily Work Reports (DWR)
are created by the

Diary Authorization

Daily diaries created in CWB or
using Word template diaries and
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SITEMANAGER CAS/CWB
Inspector and/or the paper copies signed by Project
Project Manager. The Manager to indicate
Project Manager authorizes authorization.
the DWR in the
SiteManager Diary
electronically.
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Estimate Approval

Monthly Estimates are
approved electronically at
four levels:

Project Manager

Project Engineer
Responsible Engineer
District Contract Admin.

Voucher Approval

Inspector uploaded voucher to
DCA

Fuel/Price Adjustment

Price adjustment done as a
manual contract
adjustment. PM does
adjustment after generating
estimate, but before
approving estimate. Fuel
Adjustment automatic.
Attach worksheet to
Contract/Estimate History.

Fuel and Price
Adjustment

CWB PCN screen used to add
price/fuel adjustments

Critical Items

Marked electronically in SM
at the Item level.

Critical Items

Marked electronically in CWB

C-79 ltems

Report will print items on
contract designated by
specification on the report.
No marking of C-79 items.

C-79 ltems

Marked electronically in CWB.
C-79 report generated and
signed by Inspector/Contractor.

Stockpiled Materials

Stockpiled Materials can be
done at the Item Level or
tracked separately and
done as a Contract
Adjustment for Materials on
Hand. When done outside
of SM, it is recommended
that an attachment be done
at the adjustment level with
details.

Materials on Hand

Grouped by Contract into one
Item.

Change Orders Add Items Work Orders Add Items
Work Orders Force Accounts
Force Accounts Time Extensions
Time Extensions Work Orders
Contract/Spec Changes
Schedules Dates — Fixed Dates Schedules Everything done with days

Days — Calendar Days

Updating of Progress on
Data Warehouse
/Dashboard

Daily and Monthly with
Estimate Generation

Updating of Progress
on Data Warehouse
/Dashboard

Monthly with Voucher
Generation

Updating of Progress in
SiteManager application

Currently not updated
automatically in SM.

Updating of Progress

Done at voucher generation
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F.

SITEMANAGER HELPFUL HINTS

Open Folder/Find When using the open folder to find a contract, the Find box that is on
the screen is grayed out until you select an item in the list. Then the
column you want to search through must be highlighted.

Toggles The Address, Generics, Remarks, and Attachments icons serve as

“toggle” buttons to both open (enter) and close (save).

Services | Choose Keys
(Selecting Contract ID)

Whenever a new function is chosen, Services | Choose Keys must be
activated first.
Example: First DWR in contract would require user to use Services |
Choose Keys.

DWR

DWR cannot be deleted once saved.

Correction would be made on the next DWR date.

Work Items on an unauthorized DWR can only be revised before
authorization.

DWR opens with today’s current date; check date to ensure it is correct
before saving a DWR.

Estimate Retrieval for
corrections or for deletion

After a DCA approves an Estimate, the Estimate cannot be retrieved for
corrections and it cannot be deleted. If corrections are needed before
DCA approval, estimate must be rejected and deleted and the
PM/Inspector must do the corrections and reinitiate the approval
process.

Logon Attempts

After 3 consecutive unsuccessful logon attempts, a user would be locked
out and it would require password reset by a System Administrator. SM
automatically sets to PASSWORD (all caps). Passwords must be reset
after 60 days.

Status Bar

The status bar displays Group, server or standalone mode, region, and
User ID. It does not display the Contract Id. Contract ID would be
displayed within the title screen.

User ID

User Id initiated by Central Office. The first two letters indicate user
location (i.e., Central Office = CO, Fredericksburg = FR, Richmond —
R1, etc.), followed by the user’s three initials, and a three-digit code.
Example: COJHWO001

Navigation

Whenever the user needs to navigate using an icon, the user would
double-click on the icon to open it.

Materials on Hand

Identified as Stockpiled Materials.

District Dialup Timeout

In some Districts, when users are dialed up and connected to server, there is a
timeout period if the system is idle. It is important for users to save work as
they enter it to prevent loss of data.
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CAS DB2
Database

\ 4

FLOWCHART OF INITIALIZATION OF
CAS CONVERSION

CAS/SM
Conversion
Program or
done
manually
from LAS
pass

SM
Oracle

"| Databases

A\ 4

SCD, DCA,
PM
initialization

(process
converted pay
quantities)

\ 4

DWR created
by conversion

\ 4

PM enters
comment on
Conversion
Diary

\ 4

PM/DCA
generates
Conversion
Estimate

A 4

Verify SM
Estimate
matches CAS
voucher exactly

DCA
approves
Estimate

RE
approves
Estimate

A 4

PM approves
Estimate

PE
approves
Estimate

\ 4

A\ 4

SM/FMSII
Interface

A 4

messages 328
and 412 on
reports indicate
conversion
voucher has
been
successfully
processed (no
interface files
created)
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H. FLOWCHART OF INITIALIZATION OF
NEW CONTRACT

NEW GONTIRAGIS

C/S PES/LAS

Oracle
Databases

A 4

Run SM reference file
and contract load to
pass contract from
LAS after execution

y
SCD, DCA,
PM
initializations

l

Inspector/PM
enters DWRs
(daily
transactions)

DCA approval
of FMSII
voucher

\ 4
PM enters
Diaries and

authorizes
DWRs

SM/FMSII
A Interface
PM generates
Estimate

A

y

PE approves RE approves DCA approves

PM approves Estimate Estimate Estimate

Estimate

A 4
A 4
\ 4
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Trns port

QSiteManager‘

Construction Management Software

A. Start SiteManager

1.

(General Description)

SiteManager is a Windows application that will run on several different windows
graphical interfaces. To start on the AASHTO SiteManager system, double-click the

SiteManager desktop icon 5.,

The following screen appears when you open SiteManager and is provided to

demonstrate what the “logon” screen looks like:

e Enter your SiteManager User ID in the User ID field. Press
the Tab key on your keyboard to move to the next field, or

Trng pork . . . . .
= - just click in the field with your mouse pointer.
Tsc!n!:ﬁ ME!AQ ger Enter your SiteManager Password in the Password field.

N

Ensure that the Connect to field has the word Server

User ID: |RIKFHO01 entered, unless you will be at a job site where you are
Password:-[~{ unable to connect to the server.
Connect to: [Server | If you need to work “offline”, you would first need to
[ Logon | Change Password | Close_ | connect to the server and use SiteManager’s Pipeline
Ao T e GG features to check out the contract. After Pipeline, the user
e e i S could use the drop down arrow and connect to “Standalone”

to work offline.

Enter the Lser Pazsword

Next, the Available Groups screen will appear. This list includes the available groups that
you are authorized to log in as; i.e., Inspector, Project Manager, etc. Click on the appropriate
Group ID and then click OK to log in with that ID, or you can double-click on the
appropriate Group ID to log in. If you are an Inspector, log in with the Group ID INSP; if
you are a Project Manager, use Group ID PM; if you are a Project Engineer, use the Group
ID Proj Eng,; if you are a District Contract Administrator, use the Group ID DCA, etc.
Note: Example: If you do not have authorization to log in as a Project Manager, you would
not be able to log in under that Group ID. If needed, use the scroll bar to scroll up and down
the list of available groups. Note: This screen will not appear if the user only has one Group
assigned to their logon. Note: After 3 consecutive unsuccessful logon attempts, a user
would be locked out and it would require password reset by a System
Administrator.

Available Groups for RIKFHDO1

Grp Id | Group Name |

ShAIM |5iteh-1 anager lnguiny Group
INSP Inspector < Scroll Bar

ShaDRIM - |Sitebd anager Administrator

Fraoj Eng Project Enaineer

Fez Engr  |Residency Construction Engineer

Select the Group for the seszion. 1] 4
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3. The next screen to appear is the SiteManager Main Panel. Here is an example of
what a Main Panel may look like. Note the two tabs at the top: Main Panel
and Contract Administration. There are nine icons listed in the following Main Panel
screen for you to choose from. These nine icons represent components of the system.
Note: The panels and icons to which a user has access to are defined by VDOT.

SiteManager Panel x|
Main Panel 1 Conbiact Adwinistiationls) |

S m X

B Daily work Pipeline and Contractar Change Civil Rightz[+] I aterialz
il Feports(+) Zipl+] Payments[+] Orders(+] M anagement(+]

E O

Accessories(+]  Manuals(+)

4. The SiteManager Status Bar is located at the bottom of the SiteManager window.
The status bar indicates your mode, connection (Server or Standalone), database
region, logon group identification (Insp, PM, etc., and your individual identification

(user id).
S G S S G G G S @@ ;.
\Heady Berver |PHDD P COAHTI
. Region-
Connection- . Group Logon ID-
Mode-Ready Server Production ID-PM  COAMTO01

In the above example, user COAMTO01 is logged on to SiteManager in the Server connection
mode, in the Production Region, as a Project Manager (PM).
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B. Navigating In SiteManager
(General Description)

1. The SiteManager Panel is used to navigate to the components of the SiteManager
application. The highest level is the SiteManager folder tab that contains the different
functional groups, with each group individually represented by an icon. Double-clicking
the icon of a functional group brings up another folder tab consisting of the sub-groups or
the actual windows contained within that functional group. As icons are selected, the
next level’s folder tab appears next to the previous level.

2. The panel name is on the “folder tab”. Note that there are two folder tabs displayed in this
example, Main Panel and Contract Administration. The Contract Administration
components of SiteManager are located on the Contract Administration Panel. The Main
Panel is shown below.

Fsitemanager Panel x|

Folder Tab sl 3i1y Panel T Cantract Administration]+] ]

ct Lraily ‘wiark Fipeline and Contractar Change Ciwil Rights(+] M aterials
[IgRd]  Reports(+] Zip(+) Paprentz(+] Orders(+) I ahagement(+)

E O

Accessones(+] I anualz(+]

To go to the Daily Work Reports (DWR) component to enter a DWR, double-click on the
DWR icon on the Main Panel.

E SiteManager Panel

Main Panel I Doaily *Work Reports(+) ]

5 B = & m X

Fipeline and Cantractar Change Civil Rights(+] I aterialz
Zipl+] Payments(+] Orders(+) I anagement(+]

[
.

Contract
Administration]+]

B O

Acceszories(+]  Manuals(+)
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Double-clicking Daily Work Reports opens a Daily Work Report (DWR)

ﬂ SiteManager Panel
I ain Panel T

Daily Work Reports[+] ]

— z

=1 ==l 2

Histary Diary Item - DWH  Contract ltem - D'WE Template
Adjustments Template

DwhR Template Usage Report

Process List

Reference
T ables[D'w/ R +]

The user can create, work with/review DWRs.

P AnSHTO siteManager
File Edit Services wWindow Help

(= el == =]

E Daily Work Reports

DWR Info.

Contractors

" Caontractor Equip. Il D aily Staff
Contract 1D:

T Wtk Items
Inspector: IKathy Hinzon

" Force Accounts

DWR Date: I OE/06/02
Locked: FU Temperature ‘wWeather Conditions
Authorized: o High:| ©§ AM:| =l
Authorized Date: [00700/00 Low | 0O P =
No Work Items Installed: [V Work Suspended: [
Mo Contractors On Site: [V
Mo Daily Staff On Site: [

Suspended Time: I 00:00 -
Resumed Time: I 00:00 -
Remarks:
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3. Closing versus exiting SiteManager. Site Manager uses the same principle of closing
and exiting as other common Windows applications. When you are in a SiteManager
component (i.e., DWRs) and you wish to end your work in that component but you
still want to continue to perform other SiteManager activities, you should “close”
that component’s panel. You only EXIT SiteManager when you are finished with your activities

Note the following items:

AASHTO SiteManager blue title bar with the minimize, maximize, and EXIT
symbols.

Daily Work Reports title bar with the minimize, maximize, file close symbols.
-. Close button on tool bar.

FIaASHTO SiteManager

_[&]x
File Edit Services ‘window Help
= )=
EDaily Work Reports — | Ellil
" DWR Info. " Contractars " Contractar Equip. Daily Staff T work ltems * Force Accounts
Contract 1D: Inzpector: IKathy Hinzon
DWR Dale:l D/14/03
Locked: Fo Temperature Weather Conditions
Authorized: ﬁo High: 0 AM: I LI
Authorized Date: IDD.-"DD.-"EIEI Low: 0 P.M._: I LI
Mo Work Items Installed: [ Work Suspended: [~
Mo Contractors On Site: |+ Suspended Time: I 00:00
Mo Daily Staff On Site: v Resumed Time: I 00:00 -
Remarks:
=]

4. To close the Daily Work Reports panel, click on the Close button in the tool bar,

51|
File Edit Services Window/ZTNp
= e (2 =

=10l x|
DWH Info.

Contractors 'l Contractor Equip. Y D aily Staff otk ltems ¥ Foroe Acoounts

or click on the Daily Work Reports “X’:

SIS
File Edit Services Window Help
2 DS UEE

=10l x|
DR Info. 't Contractors 7 Contractor Equip. Y D aily Staff T wark ltems " Faorce Accounts
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5. If you wish to return to the SiteManager Main Panel or open another window simultaneously,

click on the Main Panel icon " in the tool bar.

RETE]

Edit  Services ‘window Help I
| mE 2 D UBaE
O3 ork Repo = |EI|5|

DWR Info. )" Contractors " Contractor E quip. Nl D aily Staff i ‘wiork, [temns " Force Accounts

6. To EXIT SiteManager, click on the “X” on the blue AASHTO SiteManager title bar:

SIS

File Edit Services Window Help |

ERE? D2 W E @

EDaily Work Reports -10] x|
" DWH Info. 7 Contractors Y Caontractar Equip. T D aily Staff T Wtk Items " Force Accaunts

Or, to EXIT SiteManager you can go to “File” in the menu bar, click on File and then click
on the word “Exit” to exit the program (Alt+F4).

FaasHTO SiteManager

File Edit Services ‘window He
Dpen Chrl+0 =
Close Chrl+F4 —
T el
Delzte Chl+D .
SAVE Chrl 45 chor:
Refresh Ckrl+F

Print Setup  Chrl+U

Prink Previgw  Chrl+iw ﬁn
ﬁ.:.

Prink Chrl+P

Main Panel  Chrl4m 00/

Alt-+F4

+
Or, you can also EXIT SiteManager by clicking on the Exit icon m‘

M1 AASHTO SiteManager

Eilz Edit &vices window Help

|m &E)2 |0 & = w e E|
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C. Services Menu

C.1. Choose Keys

4 AASHTO sit=Manager

[ SiteManager

Services  Window  Help

Choose Keys

Chrlalk+E

Process Status

Seleck Work Ihem Chrlt-Shift+-T
Edlit § ¥iew wark Ikem Template Data CorlH-shife+T)

F& Equipmment CErlH-Shift+3
& Labor: Chrlt-Shift+L
F& Material Ctr+Shift+E
SDMS Ctrl+Shift+5
Stockpiles Ctrl+Shift+F
DR History Chrl-Shift+D
Pravisw DWR ChrlH-Shift+4
Record Fa Information ChrlH-ShifE+-F
Seleck Force Accoumt Chrla-Shifb+0

1. Anytime you open SiteManager use Services | Choose Keys to open a new contract or a
new function for the first time. For example, if the user is going to create the first Daily
Work Report within a contract, it would be necessary to use the Services | Choose
Keys function.

The Choose Keys choice displays a list of key field(s) to be selected. In many instances
in SiteManager, the Choose Keys choice must be selected before a new record can be
created. Choosing Keys is fundamental to using SiteManager.
2. To choose keys:
a. Click the Services menu and click the Choose Keys choice.

b. In the list box, scroll to and double-click desired value.
c. Repeat step 2 until all initial values are selected.

C.2. Generic Fields

P AASHTO SiteManager

File Edit Services Window Help 7\

_Hﬁmf*?JD ﬁﬁ§m|@dﬂmbj

Many areas of SiteManager have Generic Fields which are VDOT defined.
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FIELK!
1. Use the Generic Fields toggle button **# to both open and close Generic Fields.
All generics for each functional area appear on one screen.

Generic Fields example.

Generic Fields for Contracts

Contract ID: [ROI0T7757C01 Call Order Number: 036
Schedule Last Updated: lm Financial Prefix and 5uffix: IUDD—
Retainage Number: |54?U1— Renewable Contract ¥/N: IN_
Bond Type: lm Conversion Flag: IC_
Payee Id: W Conversion Date: Im
Federal Prj Mbr: Estimate Status: I

Comment [Site]):

C.3. Remarks

P AASHTO siteManager

File Edit Services ‘Window Help

ER LRI R O

1. Remarks may be attached to a variety of records in the various components of SiteManager.
The Remarks choice displays a freeform dialog (up to 124 characters) that allows any
comment to be recorded. There is a specific function for the remarks in the item. It is
used for Reasons for Differences (RFD) and will be printed on the RFD report.

There is a specific function for the remarks on the Estimate Summary screen.
This is where the rejection reason is automatically populated if an estimate is rejected.

When Remarks are available for a SiteManager window, the presence of the Remarks button

| G |on the Toolbar serves as a reminder that they are available. Remarks are not available
on every panel.

Remarks example.

PLANT MIX RESURFACING -

Comments

Frime Contractor

Description

General
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D. Daily Work Reports

1. Daily Work Reports open with today’s current date; check date to ensure it is correct
before saving a DWR. Once a Daily Work Report (DWR) is created and saved, it cannot be
deleted. If the DWR was created in error, the Project Manager should not authorize the
DWR. If a DWR is not authorized it will not show up in the Estimate.

Correction of Work Items within a DWR (transactions) can be done on the DWR until the
DWR is authorized.

After a Daily Work Report is authorized, it cannot be changed (unless unauthorized). Once
an estimate has been generated and approved, a DWR cannot be unauthorized or changed.

The DWR can be corrected after authorization only if the Estimate has not been approved.
Once an Estimate is approved, the DWR cannot be changed.
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E. Running Reports

There are Process List reports (Custom) and regular SiteManager Reports.
An example of a Process List report is the Summary to Contractor Report. The following section
provides the steps used to obtain and print a Summary to Contractor report.

E.1. Summary To Contractor

1. If not already logged on, follow Steps 1 and 2 to log on to SiteManager.

SiteManager Logon

Trns-port

QSitEManager“

Construction Management Software

User ID: |RIKFHOO

Pazsword: ||

Connect to: Iﬁgnrel j

Logon I LChange Fazsword | Close |

2. At the Available Groups window, select Group ID “PROJECT MANAGER” and click OK.

Available Groups for RIKFHOD1

Gipld | Group Name |

ShAIMC |5ite|‘--1 anager [nguiry Group

IMSF |nzpectar
SkAADMIM - |Sitebd anager Adrminiztratar

Froj Eng Froject Engineer

Fes Engr  |Residency Construction Engineer

Select the Group for the zession. (1] 4

3. At the main panel, double-click on Contractor Payments.

ESiteManager Panel

Main Panel T Cantractar Payments[+)
//%
S S
Contract Draily whark, Fipeling and Cantr tar Charn
Administration(+]  Repaorts(+] Zipl+] Pay 3 +] Orderz

E O

Accessones(+]  Manuals(+]

VDOT Trns-port™ SiteManager™
User Manual
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4. Double-click on Process List.

| Main Panel T Contractor Payments[+] I
- Migztane . .
A & v M =
E stimate(+] Contract Mileztone Feparts [CP+] Fieference
Adjustments[+]  Adjustments(+]

Tables [CP+]

5. Click on Summary to Contractor process.

EProcess List

Proceszs ID Proceszs Type Process Description
CCPESTAP  |SM-Standard Esimate Financial file extraction
] Cusztarn SUMMARY TO CONTRACTOR RPT 'wITH SUPP DE ST COMMENT
RSMFRDF Custom REASOMS FOR DIFFEREMCES REPORT
CHGDRIY Custom

DETAILED &MD SUMMARY MAINT CHARGES REFORT

6. Click on the Run icon ==

E aasHTO SiteManager

File Services ‘Window Help

=LY £

Process ID Process Type

Process Description

CCPESTAP  |SM-Standard

RSHFRDF Cuigtom

Esimate Financial file extraction
*TO COMTRACTOR RPT
REAS0OMS FOR DIFFEREMCES REPORT

1TH SUPF DE

T COMMENT

CHGDRIV Cuigtom

DETAILED AND

SUMMARY MAINT CHARGES REPORT

7. Click on Subset button.

ﬂ Confirm Process Submission

| Parameters ‘

VDOT Trns-port™ SiteManager™
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8. The Select Subset window appears. Click on the Contract ID and Estimate Number and
click OK. (Multiples can be used by using Shift+rmouse click or Ctrl+mouse click.).

x
Contract [d  |Fed 5t Prj Mbr EstMbr | PdEnd Dt |  Gen Dt | Gen By |EstStatus)  “end|
EO000S561COT |MOME A0641-029-2582,C50001 20020131 20020314 COJTWOOTAPRY  |MODS
EO000SSE1C0T |MOME/0641-029-282,C50002 20020204  20020319COJTWOO1APRY  |(MO0S
BO000SSE1C0T |MOME/0641-029-282,C50003 20020205  20020322C0UTWOAPRY  \MO0S
BO0DOSSETCOT |MOME/0641-029-282,CHO004 20020208  20020322C0UTWOMAPRY  |\MO0S
BOOOOSSE1CON (MOME /0541 -0: CH 200 COJT w00 APRY k00a
AN0003023C03 |NH-STP-234-9(003)/622 0007 20020131  20020326HRJELOOT |APRY  |AO7S
EO000SSE1COT |MOME /0841-029-282,C5 0008 20020211 20020326 COJAGOOT|APRY  |\MO0S
A00003029C03 |WH-5TP-234-3(003)/623 0002 20020205  20020326HRJELOOT (APRY  |AO7S
A00009029C03 |WH-5TP-234-3(003)/622 0003 20020217 20020327 DCATest |APRY  |AO7S
AMI00PMAIIET MOME /PM-9E -00 nam 20020131 20020328 RIKFHOO |APRY  |BO42
A00003029C03 |MH-STP-234-3(003)/622 0004 20020215 20020327 HRJELOOT |APRY 4073
ADO003029C03 |MH-5TP-234-9(003)/627 0005 20020218  20020328DCATest |APRY 4073
AMI0OPRAZSET NOME /PM-9E-00 noo2 20020203 20020328 RIPHMO01|APRY  |BO42
BODDEEE7C30 |MH-STR-5401(371)/R00 0007 20020401 20020407 COJAGDOT|APRY |MO3T
BO0DOSSETCOT |MOME/0641-029-282,CHO007 20020212 20020403 COUTW O APRY  |(MO0S
'ﬁ ﬁ
OK I Cancel |

9. The Confirm Process Submission window appears. Click on “Submit”.

ﬂ Confirm Process Submission

Parameters

Sgbsel

Cancel |

The following window will appear to confirm that the process was submitted. Click OK.

Client Job Monitor

@ Process SUMCOMTA submitked,

|

VDOT Trns-port™ SiteManager™
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ﬁ Output. html

10. Next, the DPS Status Monitor window will appear to confirm that the process is completed
Click OK

DPS Status Monitor

x|

@ Profile SUMZOMNTE For process SIMCOMT has compleked

11. Click on Services | Process Status.
P aasHTO SiteManager

Filz | Services Window Help
Pri abus ||h

Run Process

Process ID Process Type Process Description
SUPFLDES

SUMMARY TO COMTR WATH SUPPLEMENTAL DESCRIPTION

12. Double-click the process named “SUMCONTX” for the last job submitted (should be at the
bottom of the scroll, highest alpha (x) suffix). Note: The process name is SUMCONT.
When the process is submitted, the system places an alpha suffix (A, B, C, etc.) on the end of

the process name.
FAASHTO siteManager

Complated

File Edit Zervices wWindow Help
o e S
EPrncess Status
/ Regular " Scheduled
Process: Hame Status Date Queue Start Time End Ti
Submitted Time

10:09 am 10:09 am 1010 am

13. Double-click on Output.html

FJ AASHTO siteManager
File Edit Services ‘Window Help

=151 x|
=T

M3 Files For Process SUMCONTA

=10l x|

[ Show spstem files

OUTPUT.THT
PROCLOG.TAT

| 862111/20/2002

|10:10:34

VDOT Trns-port™ SiteManager™
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14. The report appears in “preview” mode. Select File | Print to print the report.

“c8 Summary bo Contractor T il

File Edit ‘iew Faworites Tools  Help | -ﬂ’
gz:n. ) . 4 :\] /- ) Search ":;t( Favorites @ Media 6‘3 ‘ T = 5 _J
Edit ngs'janet.weigand|Local Settings| Templcpy 126.kmp j a G0
SiEave (i e =
3ave bs... Commonmvealih of Virginia Date: 02/09/2005 I
Page Setup... Depariment of Transportation
Brint. .. Chrl+P Estimate Summary o Contracior
Prink Prewiew, .,
or Mame: MARTIN AND GASS, INCORPORATED
send i’ Estimate Number: 0001 Pay Period: 06/19/1959
Import and Export. ..
to (/013420100 |
Properties
Clase Time Allowed: 2400 days
FR:0.113 MIERTEA3E Time Charged: 1.0 days
Percent Time: 0.42 %
Estimate Type:
Estimate Commenis:
Coniractor:
MARTIN AND GASE, INCORPORATED Date Let: 0572541999
4433 GEMERAL GREEN WAY Date Awarded: 06171995
ALELANDRIA VA 22312-2413 Date Contract Executed: 061581990
Phone: F03-256-4900 Date Motice to Proceed: 061591999
Date Work Began: 06/29/2000
Daie Time Siopped: 00/00,0000
Date Accepted: 00,/00,0000
Escrow Agent:
Surety Co:
TFodimssnda Daid VED

N Kl

Prints this page.
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15. Below is an example of the Summary to Contractor report. To close the window, exit
process status, and exit process list. To save to HTML format, continue to next section
without exiting report.

8
Fle Edit ‘iew Favorites Tools Help :’
\_) Back - d v d @ ‘ :\l /- ) Search \‘;‘\( Favarites eI‘ Media @3 ‘ = _J
ddress I C\Dacuments and Settingstianet. weigandiLocal Settings| Templepy 126, tmp j ﬂ Go
B
Rpt-ID: SUMCONT Commomwealth of Virginia Date: (/002005
User: Department of Transportation
Estimaie Summary to Comtractor
MO0z Vendor Name: MARTIN AND GARS, INCORPCRATED
Contract ID: BOO0055610201 Estimaie Nunder: 0001 Pay Period: 06/15/1959
to: 070372000
Contract Location: Time Allowed: 24010 days
FR: 013 MIERTE 638 Time Charged: 1.0 days
Percent Time: 042 %
Estimaie Type: =
Estimate Comments:
Contractor:
MARTIN AND 3A33, INCORPORATED Date Let: (15/2511509
6433 GENERAL GREEN WAY Date Awarded: 6/1711503
ALFYANDRLA, VA 203102413 Date Contract Executed: (8181599
Phane: T03-256-4900 Date Notice io Proceed: (61971999
Date Work Began: (672042000
Daie Time Stopped: (n/00/0000
Daie Accepted: (n/00/0000
Escrow Agent:
Surety Co:
Estimate Paid: VE3
Counties:
FAIRFAX
FProject Numher PCT Fed Siate Project Number Description 1
(0005561 B18 2182 HONE/D64020282 PROPCZED BRIDGE O RTE. é4l OVER POHICK CREEE.
no0356101 fi8 55 HONED6 020282 UPGRADE EXISTING TWO LANE FACILITY AND REPLACE
0003561001 263 NONE/D64 020282 UTILITIES
W0N30301 non NONE/D6H 029282501 B6 L8 WEW PCH FOR WORE CRDER #4 j

VDOT Trns-port™ SiteManager™
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e
File Edit ‘iew Favorites Tools  Help | i
O Back ~ -\_J - Iﬂ Ig .:\ /- ! Search \‘;\\( Favorites @ Media {_‘3 | T e _J
Address I@ Ci\Documents and Settingstjanet.weigandiLocal Settings)\ Templcpy12a.tmp j ﬂ Go
Current Contract Amount § 4.962,712.57
Original Contract Amoumt § 4,950,212 57
Perceni Complete 345 %
Total te Date Prev to Date This Estimaie
Participating $ 000 3 000§ 000
Non-Participating $ 17145508 § 00o $ 171,45508
Total Earnings $ 17145508 § 0.00 17145508
Stockpiled Materials $ oo % 00o $ 0o
Gross Earnings ¥ 17145508 % 0on § 17145508
Retainage $ 000§ 000§ 0.00
Escrow Amount 3 0o % 000§ 000
Securities Encumbered $ 000§ 000§ 0.00
Nei Earnings $ 17145508 § 0on § 17145508
Liguidated Damages $ 000§ 000§ 0.00
Incentives 3 0o § 000§ 000
Disincentives $ 000§ 000§ 0.00
Fuel Adjusiment $ oo % 000§ 0o
Bituminous Adjusiment $ 000§ 000§ 0.00
Auiopay Adjustment $ oo % 000§ n.0g
Amount Due $ 17145508 § 0.00 17145508 o
Other Adjustmenis $ oo % 00o $ 0o
Payments ¥ 17145508 % 0on § 17145508
DCALINDA PERRY Project Manager/Insp. Chatles C. Proctor

151
File Edit “iew Favorites Tools  Help | o
et - 6 - |x] (2] T | /' Jsearch ‘¢ Favaries @A Media 7] ‘ - i B
Address [€7 c:\bocuments and Settingsijanet weigandiLocal Settings\Templcpy12a.tmp =l Edeo
Amount Due ¥ 17145508 § 000 § 171 45508 j‘
Other Adjusitmenis + 000 % 000 % 0.00
Paymenis § 17145508 § 000 § 171 45508
DCA LINDA PERRY Projeci Manager/Insp. Charles C. Froctor
Project Numher: 00005561 B18
. Category . A . ) 3 . Cumulative
Line Item Number Number Item Code / Description Unit Price Qty This Est Tnits Quantity Paid Amouni
o005 o001 ao100 £ 46,448 720 0.500 LE 5 2322436 § 2322436
MOBILIZATION
0030 o001 a1750 k1 569,446 000 0.000 L3 E3 000§ 0.00
STRUCT. STEEL HIGH
FProject Curreni Amount 3 2322436 § 2322436
Project Number: 00005561 C01
. Category . A . ) 3 . Cumulative
Line Item Number Number Item Code / Description Unit Price Qty This Est Units Quantity Paid Amount
000 o100 oo100 5 212,669 2280 0.500 La 5 106,334.64 § 106,334 G
MOBILIZATION
o010 o100 o010l £ 51,562 560 0.500 LE 5 2578128 § 25,781 28
CONSTRUCTION SURVEYING
o01s o100 aoi10 k1 161,142 000 0.100 L3 E3 16,11480 % 16,114.80
CLEARING AND GRUBBING
FProject Curreni Amount 3 14223072 % 14223072
Comntract Current Amount £ 171,45508 $ 17145508 =

VDOT Trns-port™ SiteManager™
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E.2. Saving Reports to HTML Format for Distribution

1. From the Process list screen with the report open. Click on FILE|[SAVE AS.

2 AASHTO SiteManager
File: ~

‘i (= Summary to Contractor - Windows Internet Explorer provided by VA IT Infrastructure Partnership

—_— T
m LIS [ c:1pocuments and ettings anet. weigandiLocal Settings Temp\cpy €3 him DI |
G Edit View Favorites Tools Help
Mew Tab Carl+T -Rawv
Mew Window Carl4 - — — = =
Open... Cirl+0 = o= v | Page - {0 Tools ~
(Hi fi- 8 [ ook
Edit with Mirosoft Office Ward
-g ., T Commonwealth of Virginia Date: 10/15/2009
=] coseTb Curl+w Department of Transportation
Page Setup... Estimate Summary to Contractor
Print... ctrlsp =
S me: BLAKEMORE CONSTRUCTION CORPORATION
senid » Estimate Number: 0001 Pay Period: 07/23/2004
Import and Export... to: 08/03/2004
Properties
Work Offine
Exit
Estimate Tyvpe: PROGRESS ESTIMATE
Tmttommin £mmn i

2. Choose a folder and click on the down arrow on file type and choose Webpage HTML only.

:" -Summary to Contractor - Windows Internet Explorer provided by YA IT Infrastructure

o
Save Webpage
Savein: | @ Desktop v | 0 j\‘r - .
e BMY Documents
J_,J '_e My Computer
Recert QMY Metwork Places
) client Server Access
- I files
@ ISy FmsII
Desltop (LDHP Apps
(ymanual update
; Sism
_’} IC5)5M Data Model and Interfaces
IC)sMART
Dy et -
Wy Docments ) Snaglt
- (vPn
g’ @UserDocs
My Computer
File name: Summary to Contractor v | [ Save J
MyNetwork | Saveastype: | Web Archive, single file ("mht) v [ Concel |
; Webpage, complete " htm;* html}
Enceding: VWeb Archive, single file {*mht

P. 0. BOX 27404 Date Awarde

Your HTML file is ready to be attached to an email, posted on a website or saved
in an electronic folder.

VDOT Trns-port™ SiteManager™
User Manual
Section Two — Getting to Know SiteManager - Page 18 of 25



E.3. Summary by Project

1. If not already logged on, use Steps 1-2 to log in to SiteManager.

SiteManager Logon

Trns port

QSitEManager“

Construction Management Software

User ID: |RIKFHOM

Password: ||
Connect to: ISBWBI vI
Logon I Change Passwordl Cloze |

2. At the Available Groups window, select Group ID “PROJECT MANAGER” and click OK.

Available Groups for RIKFHOD1

Gipld | Group Mame |
Shd ML ISiteM anager [nguiny Group
IMNSF |nepector

SkADMIMN - [Siteb anager Adminiztratar

Froj Efig Froject Engineer

Fez Engr  |Residency Construction Engineer

Select the Group for the session.

3. At the main panel, double-click on Contractor Payments.

ESiteManager Panel

Main Panel I Contractor Pagments(+)
5
& 5
Contract Draily ik, Fipeline and
Administration+]  Reportg(+] Zip(+)

M| o

Accessolies(+) b anualz]+]

4. Double-click on Reports.
E x|

Contractor Payments[+] T Reports [CP+]

=l

Reports [CP+] ISR e Process List
Tahlez [CP+]

VDOT Trns-port™ SiteManager™
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5. Double-click on the Summary By Project.

ESiteManager Panel

k&t Panel Contractar Payments(+] T Reports [CP+]
| [E] I El i
FEPORTS

Surnmary By Estimate Activity  Installed Work Work Suzpend!  View Saved
Funding Log Resume Times  Reports [PSR]

6. Double-click on a Contract ID

EReport Criteria

Contract 1D Yendor ID Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl 4 o
500054782N 028 EO05 MH-368-8(020)AMSI9EEACTY C368 08 02 WARI
SME02PMIZ9529 A006 MOME/PMEI02 ACTY Cos1 08 50 ROCH
A00009023C03 4079 MH-5TP-234-9(003)/623 ACTY CO76 Oy 48 MaN:
AMI00PMAZIET3 EO42 MOME/PM-3E-00 ACTY CO76 Oy 48 WARI
AMI02PMI 39584 4078 MOME /PM-2-02/ANTERACTY Cana Oy ARLI
AMa241C39584C Cos7 MWOME/02440001008,5F ACTY Oy 02

Moos [N

|

[ Generate Off-line File
I Generate Off-line Print oK I Ealameletsl Cancel | Help |

7. Double-click on the Estimate Number (must double click))

EReport Criteria

E stimate Period Date Generated By -
Nbr End Date Generated User ID
0001 01431402 03/414/02  COJTWO01
o002 02/04/02 03/19/02  COJTWO01
0003 02/05/02 03/22/02  COJTWOO01
0004 02/06/02 03/22/02  COJTWOO01
0005 02/08/02 03/26/02  COJTWOO1
0o0e 02411402 03/26/02 COJAGOO
0007 02A12/02 04/03/02  COJ TW’DD‘I

jooos | N

[ Generate Off-line File
[ Generate Off-line Print oK I Ealameletsl Cancel | Help |
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User Manual

Section Two — Getting to Know SiteManager - Page 20 of 25



8. Summary By Project preview.
FJaasHTO SiteManager =]

File Edit Services “Window Help

D ESES v

zl
Zoom: | Copies: |

Rpt-ID: RCPESPRJ Commonwealth of Yirginia Date: 10/01/2002 j
User: RIKFHDO1 Department of Transportation Page1of 7

E stimate Summary By Project
Contract 1D: BOOOOS561C01 E stimate Mumber: 0003 Pay Period: 02/13/2002

to 021872002

Contract Location: Time Allowed: Bl Days
FR: 0113 MLE RTE.E38 Time Charged: 185 Days
T0O:1.271 MW RTE.E38 Elapszed Calender Daps: 20 Days
District: 04 Residency: 47 Fercent Time: 273
Contractor:
MARTIN AND GASS, INCORPORATED Date Let: 05/25/1933
B433 GEMERAL GREEM ‘Wit Date Awarded: 0641741999
Date Contract Ezecuted: 0E/23/1999
Date Notice to Proceed: 0,/30/2002
ALEXANDRA WA 2222413 Date Work Began: 0143042002
Phone: 70564900 Date Time Stopped: 004000000
Date Accepted: 0040040000
E scrow Agent: FIRST YVIRGINIA BAMNH Adjusted Completion Date: (03/31/2002
Surety Co: ST. PAL FIRE & MARIME INSURAMCE CO. -
«| | v 4
|Ready [Server Jtest3D [PM [RIKFHODT

9. To save the report, select File | Save. This will save the report as a .PSR report.
Note: Only SiteManager users can access .PSR reports.
Click on File | Print to print the report.

SLIE

File Edit Services ‘Window Help

Open Chrl+0 h =] §| + ¥ ‘

Close Chrl+F4

X
Save Chrl+5
T piess |1 =
Prink Setup Ctrl+ll [P
Print Chrl+P ﬂ
Main Panel  Ctrl+M J Commonwealth of Yirginia Date: 1p701/2002
Exit Alc+F4 Department of Transportation Page 1 of 7

E stimate Summary By Project

Contract 1D: BOOOOSSETCH E stimate Number: 0003 Pay Period: 02/13/2002
to 02/18/2002
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10. Click on Services | Export to export the report

FaasHTO SiteManager
File Edit | Services Window Help

II H Process Stakus " ‘

+5hif

|

Zoom: |I1lJIJ -l Copies: |1

Rpt-1D: RCPESPRJ
User: RIKFHOD1

Commonwealth of Yirginia Date: 1p/01 /2002

Department of Transportation Page 1 of 7
Estimate Summary By Project

Contract ID: BOOOOSSE1C01 Estimate Number: 0003

Pay Perniod: 02/13/2002
to 02/18/2002

Contract Location:

Time Allowed: B1 Days

To export the file into an Excel format, first choose a where to save in; name the file in

File Name, and select Excel File (*.xls) from the drop-down box of “Save as Type:”.
Click on Save.

2 x|
Save jn: I@ My Documents j & I'j( E5-

BMT Safety [
Camputer EMails [ My Docurmentsold
Daocuments from search @My Pictures
Environmental Approved Lisk | Iy Wiebs
Fawvarites
FORMS 9-02
File name: Sum by Project Exported Report /

Save az tupe:

Cancel |

A message appears to notify you that the file is being exported. Click OK.

Exporting File... x|

@ To Excel file Summary By Proj Repart. xLS,
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F. SiteManager Help Function

The Help menu will contain standard Help choices — Contents,
Search Help on, and Index and one non-standard choice, Current
Window. Help in SiteManager will work like any other Windows

Help.

F.1. Using Help by Contents

The Help menu’s Contents choice or the Help button displays an

2

The Help Button

alphabetized list of Help Topics that can be browsed for the subject on

which you need help.

» AASHTO SiteManager Help

File Edit Bookmark Options Help

I [=] B3

Qontentsl §earch| Eack I Print I €<

I 2> Iglussar_l,ll

Contents

The following Help Topics are available:

General Concepts

Edit Menu - Cutting, Copying, and Pasting

Edit Menu - Unda

Edit Menu Choices

File Menu - Dizplaying the Sitebdanager Panel
File benu - Exiting Sitebd anager Using the Menu

File Menu - Exporting & Windows Print Results - Print Previews S

& Button

u
D
T

e

File Menu Choices

General Procedures - Documentation Support

Help Menu - Accessing Help by Contents Uzing the Menu

Help Menu - Accessing Help Using the F1 Key
Help Menu - On-Line Help Development
Help Menu - Using Help by Searching
Help Menu - Using the Current Window Help
Help Menu Choices
Menus - Edit Menu
Menus - File Menu
Menus - Frame Menus
Menuz - General Guidelines
Help Menu
Menus - Menu Layout
Menus - Object Menu Choices
Menus - Object Menu
Menus - Services Menu
ing Sitebd anager Menus
indow kenu
Wwindow Menus

Menus -

The Help Contents
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To access Help by Contents:
1. Click the Help menu and click the Contents choice.
Or
1. Click the Help button.
r
In a SiteManager window, press the F1 key.
In the topics list box, scroll to and click the desired topic.
When finished, click the File menu and click the Exit
choice.

wN =0

F.2. Using Help by Searching

The Search for Help on choice displays a lengthy, alphabetized list of
Help Topics that can be browsed or searched for the subject on which
you need help.

To access Help by searching:
1. Click the Help menu and click the Search for Help on
choice.
Type the topic on which you need help.
Click the topic.
Click the Display button.
When finished, click the File menu and click the Exit
choice.

ol

Help Topics: AASHTO SiteManager Help

Irdss | Find |

Tupe the fust fess letiers al the word poue looking fo

2 Chck. the rdex: anip you want, and then chick. Display.

Accesing SOMS in DWR :'
Accasonies

Afrrindzinative Offce: Panal

Aggregate Elerd

Agoregate Mz Designs

Aggregate Mis Dezigns Compression Stiergth Foldes Tah

Aggregate Mix Designs Desoiption Folder Tab

Aggregate Miz Designs Gradations Folder Tab

Agoregate Mix Designs Materials Folder Tab

Anrws EED Report

Approesl Geoups Window

Bpproreal Fules 'window

Bpprorval Windos

Appioreed Lisis loon

Appioreed Lisls Reparts

Appicresd Mabenals

Aulepay Iem "Window ﬂ

<| Display |) | | I."mnrJ|
—
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F.3. Using the Current Window Help

With any SiteManager window active, the Help menu’s Current Window
choice will access context sensitive help that includes Help on fields.

To access Help on the current window:
1. Display the SiteManager window for which you need help.
2. Click the Help menu and click the Current Window choice.
3. When finished, click the File menu and click the Exit choice.

To access Help on a field:
1. Display the SiteManager window that has the field for which you
need help.
2. Click the Help menu and click the Current Window choice.
In the field list, scroll to and click the desired field.

4. When finished, click the File menu and click the Exit choice.

File Edit Services Window | Help

J| LN @;| [ = Contents Fi

Search for Help on...  Cerl+y

Euntral:l:s Glossary i

{ Description " Lacatian

(98]

Current Window Chrl+F1

About SikeManager  Cerl+Shift+a

2 AASHTO SiteManager Help =lolxl

File Edit Bookmark Options Help
Qontentsl §earch| Eackl Print I 1< | r Iﬁlossar}ll

Contracts Panel

The Contracts panel lets the user add nevy Cortracts, and view, sdd, modify, or delete the basic Contract data,
There are nine folder tabs on the Cortracts panel as followes:

Description Folder Tab

The De=cription folder tab displays the Contract description data. This includes the Contract's status, Project
rumber(s), administrative offices, funding sources, and cther descriptive information that determines how the
system processes data for this Contract.

Location Folder Tab

The Location folder tab displays the Contract location data that can be added, modified, or deleted . This includes
the list of available courties for each state or province and those associsted with the selected Contract.
Authorized users may add and remove counties to and from the Contract. & primary county must be selected.

Payment Data Folder Tab

The Payment Data folder tab displays the Cortract payment data that can be added, modified, or deleted. This
data includes Liguidsted Damages Rate Amount, Retainage, Estimate Generation indicators, and Limit Amount.

Critical Dates Folder Tab

The Critical Dates folder tab displays the Critical Dates (Letting date, Motice to Proceed date, etc ). These dates
abe required by the system for the standard Contract status reports. The default date types cannot be deleted or
madified.

Primary Personnel Folder Tab

The Primary Perzonnel folder tab lets the user mairtasin data onthe Cortract crestor, designer, Project Manager,
and Project Engineer. This folder tab alzo identifies the personnel who will receive messages when the Contract
becomes active or falls behind schedule.

The Help on a SiteManager Window
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SITEMANAGER™ SECTION THREE
Initialization

Section Three - Initialization

A. Scheduling and Contract Division

1. Review PES/LAS to SiteManager Export Log Report..............c.oooeiiiiiinnn.

2. Scheduling and Contract Management Division Contract Administration

a. Verification of CONtIact .........cccueeiiieiiiiiiiiiiieiee e
b. Update Master List ......ooiiieiiiiii e e
c. Entering Information in Generic Fields in Contract.................cooiiiiiiiinininncnnen.
d. Verify Price Indices are in Reference Table............... ..o,
€. Associate Price INdiCes.........oooiiiiii i e
f. Update Margin Code to include Fuel Adjustment ...................ooooeiiiinnnn..
€. Verify Project. . e
SO 1 154 0) 4 (1 TSP
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A. Scheduling and Contract Division

A.1. Review PES/LAS to SiteManager Export Log Report

1. Receive e-mail from System Administrator notifying that there are contracts to be initialized.
The file PL2CMS RPT.TXT file will be attached to e-mail.

2. Open file in Notepad and print report.

Use the report to initialize contracts in Scheduling and Contract Division Contract Administration Section
(continue to the next section, Verification of Contract.)

Note: LAS/SM Interface initialization process steps can be found in Appendix D.
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A.2. Scheduling and Contract Management Division Contract Administration

A.2.a. Verification of Contract

- Scheduling and Contract Division Initialization
- Associating Surety and the Insurance to Contractor

1. Log in to SiteManager

SiteManager Logon

Trnsport

Construction Managemen: Software

QSitEManager“

Uszer ID: |RIEFHOOT

Password: ||
Connect to: ISewer j
LLogon I Change Passwnldl Close |

2. At the Available Groups window, select Group ID “CDCO” (Scheduling and Contract Division

Contract Admin) and click OK.

Available Groups for RIKFHOO1

COCO

Conzstruction Division Contract Admin

Select the Group for the sezsion.

Grp Id Group Name -
Pk Froject b anager
Froj Eng Froject Engineer
Fez Engr  |Residency Conzstiuction Engineer
Dzt Eng Diigtrict Congtruction Engineer
DICA, Diigtrict Contract Adminiztrator

3. At the main panel, double-click on Contract Administration.

""""" Main Panel | Cantract Admiristratian[+) ]
= Lo Ty il
)

Contract Draily 'wfork. Fipeling and Contractar Change Civil Rights[+]  Accessories(+]
& driniztration(+] 4 Feports(+] Zipl+] Payrients(+] QOrderz(+]

= |

T

System M anuals(+)

Adminiztration(+]
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4.

Double-click on Contract Records.

E SiteManager Panel

| b ain Panel T Contract Administrationf+] T Caontract Records(+)

i @

Reference Contractor Reports [CA+]  Process List
T ables[CA+] I anagement(+)

Double-click on Contracts.

ESiteManager Panel

| tain Panel T Contract Adrministration(+] T Contract Records(+]
g i I
v g & B = B
Iilestones Projects Categories Items Contract Contract
Funding Authority
"}
=

Click on the Open folder icon ==

P aasHTO siteManager
File Edit Services WNEID
mEee \SF @ Ou=p

Etontracts
'Descriplion " Location ""F'ayment Diata ¥ Critical Dates Frimary Frime ™" DEBE Commit ™ Training Flan 1
Personnel Cantractar
Contract 1D: Fed 5t/Pr Prj Mbr: I

Status: IPendlng Primary PCN: I - I
District: I - I Residency: I - I Funding

) " Federal
Progress SChEdZI LI Variance Pet: 00 "~ State/Province
Desc:l

" Both

Time Chalges:lﬁ Bid Days: I_ Bid Amt: l—:{;DDD
Contract Type: Im [~ Fed Dversight
wWork Type:lm [ Local Oversight Proposal Fund Type: l—
Spec Yl:l_ Unit Sy:lem:lﬁ Suppl Spec Bk Yr: I_ Ale ID:I—

Wage Wage Decizion ID Wage Decision Description Genrl Wgq Dcsn ID
Decision:

Select the Contract ID.

Escectcomrace B
“Gelecti
Contract ID | 5000160718CM
Find: |
~ Contract ID

Contract 1D Yendor ID Fed State Proj Nbr Status County Lvl2 Lvl3 Lvl4d Loca~

. T T T
50001B57BMO1 AO7Y MONE ADE20085P55 ACTY Ccoss 03 55 FR: RTE. 732
50015760M01 Fool MONE /0753-063-197 45 PEND CORI 08 56 FROM: 0.21 Ml E
E00005103C01 M188 STP-082-8(015)/0721-0E 4CTW Cogz 0z a4 FROM:0.3 KM E.R
B0052115M04 P13 MONE A0B17045P32M 50 PEND Co45 03 53 SELDOM SEEM RI
60058451 MO PO20 MONE /0933082F13M50 PEND Cogz 08 54 FROM: 0.62 MI W

=

0K | Eancell
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7. Verity the Funding type District, Residency, Contract Type, Fed Oversight, and Bid Amt.
(Note: Federal oversight flag is at PCN level in CAS). Type the Specification Year.
Verify the State Project Number. Make sure it only has the State Project Number there.
If there is a Federal Project Number there, too, delete that portion and paste it into the new

Federal Project Number field on Contract generics (Should have NONE, if there is no federal
project number).

Important Note: Make sure the Primary PCN is correct. It should be an existing available
PCN on the contract (pull-down list shows available PCNs on the contract). It should be the
PCN on the contract with the largest dollar value. You can run a Contract Status Report to
determine the largest PCN (See Section 10) for instructions on how to run this report).

Click on New | D/ and enter the Wage Decision (choose STATE if not federally funded).
Note: The Wage Decision data can be found within the contract contents: SFO01AF, Predetermined
Minimum Wage Rates.

SEIEY

Fle Edt Services Window Help

lzRE? DSl B

o
Description ~ Location ~ PaymentDats  CiicalDates ~ Primaty _ Prime  DBE Commit ~ Training Plan
Pesonnel  Contractor

Contract ID: [S00016015C01 Fed SU/Pri Nbr: [J3a0063122
Status: [ Primary PCN: [000T6018C01
District: 08 Residency:[f6 = qund:ng

Progress Sched: | Variance Pot: [ 1000/ |~ o, o

Desc: [ERIDGE OVER N.S00THERN F.Ri & RTE 653 AND APFROACHES  Both

Time Charges: [FIXED COMPLETION DATE  Bid Days: [ 381 BidAm:[ §153154270
Contract Type: [CONSTROCTION AAAF [ Fed Oversight

Work Type: BRIDGE | Local Oversight  Proposal Fund Type: [FED
ltem Code Table: [ 1553 Unit System: [Metic ~ Specification Year: [ 1557 amm:[~

‘Wage ‘Wage Decision ID ‘Wage Decision Description Genrl Wa Dcsn ID
Decision: EUILDING CONSTRUCTION PROJECTS [Does not include sing|VA020043

[Fieady Berver [DEVL [5CA COHwo0T

8. Click on the Payment Data folder tab and verify whether there is an Automated Fuel Adjustment
in the Contract (Special Provision 109E). If it is, then check the Fuel Adjustment Ind.

P aasHTO siteManager

File Edit Services Window Help

oEE? Csev @O0

* Deszcription " Lacation Payment “Yitical Dates * Primary Prime “"DBE Cormit * Training Flan 1
Data Personnel Contractor
Contract ID: IEDDD‘I BO18CO Current Contract Amt: I $4.531.542.70
Generate Est1 Day: |_3 Contract Limit Amt: $.00 Liguidated Dam Rate Amt:l $600.00
Generate Est2 Day: l_ Contract Limit Pct: .00 [~ Auto Liquidated Dam
' Fuel Adjustment Ind € Fuel Adjustment Index
RFTAINAGF
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9. Click on Critical Dates tab. You should see the Critical Date Description, Actual Date, and what
information is Required to Activate that contract.

FJAASHTO siteManager
Fil= Edit Services Window Help

LA TR I e

Etontracts
“ Description " Lacation "'F'a_l,lmentDat | Frimary Frirme “"DBE Commit ~ Training Plan 1
D ates Persornel Contractor
Contract ID: [S00035043803
A
Critical Date Description Actual Datewequiled to Aclivag Hequired to Finalize -
Letting Date 02726402 M
Awward Date 03/21/02 M M
Signed D ate 00/00/00 M M
Execution D ate 04/18/02 o M
Matice to Proceed Date 05/20/02 M M
Price Adjustmentz Baze Date 0o/00/00 M M
Checked Out ta Field D.ate 0000400 M M
“wiork Begin Date 05720402 M M LI
Crtical Date Description: |Letting Drate
Actual Dccunrence D ate: IW I Required to Activate I Required to Finalize
Digtribution List: | Recipient 1D: I—
Message Text: |

10. Verify the Letting Date, Award Date, Original Completion Date. If any of these are not
correct, then delete the contract and re-pass through LAS. (Use the scroll bar to see the dates
in the Actual Dates column.)

11. Click on the Execution Date and enter the Actual Occurrence Date.
FlaasHTO SiteManager
File Edit Services Window Help

mEe? nEsyE O

E Contracts
* Description " Location "-F'a_l,lment Data® Critical ° Primany Frime “ DBE Cammit Training Plan 1
Dates Personnel Contractor
Contract 1D: |EDDD3ED4SBDS
Critical Date Description Actual Date Required to Activate Required to Finalize -
Letting D ate 02/26/02 M M
Award Date 03421402 M M
Signed Date 000000 M M
Matice ta Proceed Date 05/20402 M M
Price Adjustments Base Date 00400400 M M
Checked Out to Field Date 0000400 M M
‘whork Begin Date 05/20/02 M M LI

Critical Date Description: |EHec:uti0n Date
» Actual Dccurence Date: D4HU1.:’U ! ¥ Required to Activate I” Required to Finalize

Distribution List: | Recipient ID:I

Message Text: |
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12. If you have fuel adjustment provided by Provision 109-E, click on the Price Adjustments Base

Date and enter the Actual Occurrence Date in the bottom panel. The date entered will populate
in the top panel under actual date. NOTE: This date should be the same as the Letting Date.

* Description " Location "F'a_l,lmentDala " Critical Primary Prime “"DBE Commit * Training Plan ;
Dates Personnel Caontractar
Contract 1D: |50015760M01
Critical Date Description Actual Date R ired to A R ired to Finalize ~
Letting Diate 03/24/04 hd M
Award D ate 04/12/04 hd M
Signed Date 000000 N M
Execution Date 00400700 ks H |
00/00/00 N N

Maotice to Proceed Date

Price Adjustments Bas
Checked Out ta Figld Date

00/00/00 N N
00/00/00 N M

Critical Date Description: Frice Adjustments Base Dale

Actual Occurrence Date:

‘wiork Begin Date

|

Acti 'R
Recipient ID:

ired to Finalize

v 3

Digtribution List:

Messzage Text: |

13. Click on the Primary Personnel tab.

FJaAsHTO siteManager

File Edit Services Window Help

mEer?2 e y@ OO0 R

Location "'F'a_l,JmentData " Critical Dat

" Description

Primary “"DBE Commit ~ Training Plan |

Personnel

Contract ID: EDDDBSDA‘.SBDS
|Global PM for Cantract &ctivation
|F'r0iec:t Engineer Global

Project Manager:

Project Engineer: |F'EG lobal

Contract Designenl
Contract Created By: |SYSTEM

r— Notification Recipients

p

— Contract Statuz Changed to Actlive:
User ID: [MOMGEOOT Distribution List: |

—work Progres: Behind Schedule
User ID: [MOMGEOOT Distribution List: |

— Civil Rights Exception Report Generated:

User 1D: I Distribution List: |
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14. Right-click on the Project Manager field. Click on Search and choose the DCM’s name from the

list. Then right-click in the Project Engineer field, click on Search and choose the DCM’s from
the list.
File Edit Services Window Help

EEL IR I Y

ﬂ[ontracts
* Description " Location ".F'a_l,lment Data - agarv Prime “"DBE Comr
Search Cantractar
Contract ID: 500035045 Shaw Details
Project Manager: ¥ act Activation
Filter:
Project Engineer: IPEGIobaI Fird obal

Contract Designer: | Sark

Contract Created By: |SYSTEM
r—MNotification B

ShiowFilkers Sork

’rl:onllacl Status Ch d to Active:

User ID: INDMGBUD‘I Distribution List: | ‘
Work Progi Behind S chedul
’V User ID: INDMGBUD‘I Distribution List: | ‘

’7Civil Rights Exception Report G ted:

User ID: I Distribution List: | ‘

Double-click on the appropriate name to select it.
ESEarch Window

User Hame

smereatr

FEGlabal  |Project Engineer Global
RIPMHO0N |Pamn Maoore:

RIKFHOOT |Kathy Hinsan J
COPHEOO1 |Fatsy Barr

RIBLIO0  |Barbars Jean Jacobs
HREBAOD [B ety ‘white
RIFHMOO1 |Pam Maoore

1=
Eancell
After selection:
File Edit Services Window Help
=0 TCRER = =N e
“Description | Location - Payment Data © Citical Dates © Primary ~ Prme . DBE Comn

Personnel Cantractor

Contract ID: 300035043803
Project Manager: [FRKwHOOT [Fenny Hammand
Project Engineer: [RIFMHO01 [Farn Maare
Contiact Designer: |

Contract Created By: |SYSTEM

r—Motification R

Contract Status Ch d to Active:
’7 User ID: INDMGBUDT Distribution List: | ‘
Work Progi Behind 5chedul
’7 User ID: INDMGBDDW Distribution List: | ‘
Civil Rights Exception Report G ted:
’7 User ID: Distribution List: | ‘
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15. Click on the Prime Contractor tab. Verify the name of the contractor.
If not correct, then delete the contract and re-pass through LAS.

P aASHTO SiteManager
File Edit Services ‘Window Help

oEre D@ D P

* Description “" Lacation "'F'a_l,lmentData “ Critical Dates * Frimary g Prime N DEE Commit * Training Flan 1
Personnel Contractor
Contract ID: (500035043803

Current Prime: |B?28 ID. A, BROWHM, INC. [ Joint Yenture

Pay
ﬁ_ Required Freq in Weeks: ID [~ Subcontractors Paid

Bankruptcy Date: IDD.-"DD.-"DD Bankruptcy Type Desc: ISpac:es

Defaulted
[ Indicator Reason: ISpaces Date: IDD.-"DD.-"DD
Original Prime Contractor: | |

Max Subcontract Pct:

Prime Contacts:

Contact Hame Contact Type User Id

Prime Associates:

Asszoc Yendor |D

Aszociate Short Name Asszociate Type

BARE UGGS
5U075 MOUMTEBATTEN SURETY CO.

Insurance

Surety

16. Verify Max Subcontractor Pct. If it is not correct, you can change it and click on Save E
and it will change the percentage for that current Prime Contractor on that contract.

e
17. Click on the Address icon é on the top.

FJAASHTO SiteManager
File Edit Services Window Help

N
mEr?2 s s@ Cn) e

* Dezcription " Lacatian "'F'aymentData * Critical Dates * Frirnary 1 Prime  DEE Commit ° Training Flan 1
Persarinel Contractor

Contract ID: 500035045803

Current Prime: [5725
Payroll

|D. & BROWN, INC. [ Joint Yenture

[ BRequired Freq in Weeks: ID

Max Subcontract Pct:

[~ Subcontractors Paid

Bankruptcy Date: IDD.-"DD.-"EID

Bankruptcy Type Desc: ISpaces

Original Prime Contractor: |

Defaulted
’7|- Indicator Reason: |Spac:es Date: |DD.-"DD.-"DD

Prime Contacts:

Prime Associates:

Contact Hame Contact Type Uszer Id

Assoc Vendor ID

SU075

Aszzociate Short Hame Aszzociate Type
B4R RUGGS
MOUNTBATTEN SURETY CO. Surety
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18. The address screen opens.

P aasHTO siteManager

File Edit Services MWindow Help
ELLF R I

" Descipion  Location - Payment Data  Criical Dates nF'rimar_\J ; 1 - F':imel ""DEE Cormmit
[||BILLING ADDRESS 2| | Address For: [D_& BROWN, INC.
FIELD TRAILER ADDR ~PREQUALIFICATIOM ADDRESS 1 -of-1
Line 1: [1443LOVERS LANE
STREET ADDRESS OR Line 2: |
=] Line 3: |
City: [\/INTDN

State/Prov: IVA

Zip/Postal: |241 735386

Pri Country: |United States of America

—Contact Numbers
Phone: [540-830-0225 Ext:

2LAUEED INEUrance

TTEM SURETY CO. Surety

19. Verify addresses for the contractor.

20. To select the address to appear on front of voucher, highlight the address description; i.e.,
Prequalification or Street Address, etc.

21. Click on Services in the menu options. Click on Select Address. The address window should
close automatically, or click on the address icon.

FAASHTO SiteManager
File Edit | Services ‘Window Help

J| % hp| Bl i + | SR o |

@ Select Address

7 Descripl 3 oAl G “Criical Dates © Primany | Prime  DBE Commit
Barennnal Conbractar
] Attachrments
Pracess Status Address For: |D. A BROWM. INC.
FIEl  Custom Record Ctr+Shift+l | PREQUALIFICATION ADDRESS 1.of1 —

PREQUALIFICATION A Ei Line 1: |‘|449 LOVERS LAME
STREET ADDRESS OR Line 2: |
;I Line 3: |
City: MNTDN

State/Prov: |w\

Zip/Postal: |241 79-5386

Pri Country: |United States of America

—Contact Numbers
Phone: [E40-830-0225 Ext: |

FAX: I
Pr
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22. Click on the Save E icon to save the information. If you get an error message, proceed to

23.

Step 23 and DBE window will be opened automatically.

Click on the DBE Commit folder tab. If the DBE Class is open (if it is a DBE, enter the field;
otherwise, skip this step. If DBE is not required, the DBE Work Class will be grayed out and
unavailable. If required to enter the field, click on the drop-down arrow in the DBE Work Class
and enter the DBE work class from the drop-down menu. Choose the DBE Work Class that is
based on the type of work for the contractor. Enter the DBE Goal Percent for the contract.

EAASHTD SiteManager - [Contracts]
& File Edit Services Window Help

[l LA = o2 P
7 Desoripion ~ Location  Payment Data * Critical Dates =~ Primary Prirm "DBE Commit * ining Flan
Perzonnel Contract

Contract 1D: IUMED2DPA39?22 DBE Work Class: JOERTAL CONCEH
DBE Goal Percent: I 70.00 DBE Goal ¥alue: I$11?,598.19

— DBE Co
Original Amount: £.00
Total Current Pct: I .00
Total Current Amount: $.00

—Total DBE Subcontracts

Installed to Date: I—!BDD
Towards Goal: $.00
Not Towards Goal: I—!SDD
Amount: I—ZBDD

If the user attempts to add an invalid work class, this example error message appears.

SiteManager x|

@ Selected DBE Work Class Type is nok associated with current prime

If the error message appears, check the work type again or just override by clicking on OK and
click on Save =

**NOTE: To find the Work Classes associated with the vendor, go to the Vendor File
(see instructions in Appendix E)
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Associating Insurance Company and Surety
(Insurance Company is Required (mandatory) on all contracts for activation)

24. Click on the Prime Contractor folder tab.

P AASHTO SiteManager

File Edit Services window Help

Iemee Pssv@[Cn @

* Description " Location "PaymentData" Critical Dates *

PFrimary Prime  BBE Commit * Training Plan il
Personnel Contractor
Contract ID: I5DDD3504EIBD3
Current Prime: |B?2E |D. A BROWM, IMC. [~ Joint Venture

Payroll

|T_ Required Freq in Weeks: |0 [~ Subcontractors Paid

Bankruptcy Date: [00,/00/00 Bankruptcy Type Desc: ISpaces

D d
[™ Indicator  Reason: [Spaces Date: [00/00/00
Original Prime Contractor: | |

Max Subcontract Pet: | [F0.00

Prime Contacts:

Contact Name Contact Type User Id

Prime Associates:

Aszzoc Yendor 1D Azszociate Shoit Name Aszgociate Type

BARGAFA SCAUGGS Er—

SU075 MOUNTBATTEN SURETY CO. Surety

25. Click on the bottom Associates panel. Click on the New icon |E and right-click to search the
Assoc Vendor ID. When initializing a contract in SM, if the contract does not require a
surety, choose SU000 (NO SURETY REQUIRED) for the surety associate, because the

sureté entr‘ is reﬂuired uﬂon activation of the contract.

" Description ~ Location PaymentData * Ciitical Dates ~ Primary Prime

""DBE Commit Training Plan
Personnel Contractor

Contract 1D: |50015760M01

Cunient Prime: [B722 D & EROWN, INC.
Payroll

|7!7 Required  Freq in Weeks: |0 Max Subcontract Pet: | 7000 [~ Subcontractors Paid
B ankruptcy Date: 00/00/00 Bankruptcy Type Desc: Spaces

[ Joint ¥enture

D d
[ Indicator  Reason: [Spaces Date: [00/00/00
Original Prime Contractor: | |
(P (Colireies Contact Mame Contact Type User Id
(e Sl e Aszzoc Yendor ID Aszociate Short Mame Asszociate Type

| Original Prime Contractor: | |

Prime Contacts:

Contact Mame Contact Type User Id

Prime Associates:

Azzoc Yendor ID Aszsociate Short Name Aszsociate Type
NO SURETY REQUIRED
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Note the Search Window example below. If no Associate Vendor ID is shown, and it needs to be
added, skip to “Update Master List” in the next section to update master information.

£ Search Window a

Yendor Id Yendor Short Hame Assoc Type

| Cancel |

26. Select a Vendor ID and click OK.
Note: If no vendor ID exists, the user would need to go to the next section,

“Update Master List”, and update the Master List.

E Search Window x|
Yendor Id Vendor Short Hame Assoc Type
— MOUNTBATTEN SURETY CO. lsuRe [ ]

5780 EARBARA SCRUGES INSR

Cancel |

27. Click on Save E to save the information.

28. To add another associate, click on Save E and then click on the New icon |E
Repeat Steps 24-27 as necessary.

Flcontracts
" Description | Location “Payment Data ~ Critical Dates © Frimary ) Prime "“"DEBE Commit * Training Flan
FPerzonnel Contractor
Contract 1D: |500035043803
Current Prime: [E725 |D. A BROWAM. IMC. [ Joint ¥enture
Payroll
I Required Freq in wWeeks: ID M ax Subcontract Pct: I F0.00 T Subcontractors Paid
B ankruptcy Date: IDDHDD#’DD B ankruptcy Type Desc: |Spaces
Defaulted
[ Indicator Reason: [Spaces Date: [00/00./00
Original Prime Contractor: | |
Prime Contacts: Contact Hame Contact Type User Id
Prime Associates: Azzoc Yendor 1D Azzociate Short Name Aszsociate Type

29. Click on the Save icon = and exit.
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30. Repeat Steps 24-27 to add the next associate (surety), if required on the contract

Right-click to search for a new associate.

P AASHTO SiteManager
File Edit Services Window Help

il e 1 = e =)

Econtracts
“ Description ~ Location  Papment Data  Critical Dates © Primary Prime  DBE Commit ° Trairing Plan
Perzonnel Contractor
Contract |D: |500035043803

Current Prime: 6720 |D. & BROWH, INC.

[~ Joint Venture
1l

Pay
ﬁ_ Required Freq in Weeks: |0 Max Subcontract Pct: | 70.00
Bankruptcy Date: [00/00/00

[~ Subcontractors Paid

Bankruptcy Type Desc: lSpat:es—
Defaulted
[~ Indicator Reason: |Spat:es Date: IEIIJ.-’IJIJfI]D
Driginal Prime Contractor: | |

Prime Contacts:

Contact Name

( Search )

Assoc Yendor  Silter ate Short Hame Associate Type -
fFifd

Sort | |
Shiow Filkery Sort
=

Contact Type User Id

Prime Associates:

Click on the Associate and click OK.

ESearch Window x|
Yendor Id Yendor Short Mame Azzoc Type

sSU07E MOUMTBATTEN SURETY CO. SURE

5780 |BARBARA SCRUGGS

e

o

You should see the Associate in the Prime Associate screen.

I AASHTO SiteManager
Fle Edit Services Window Help

EL LR e

" Description Location  Papment Data © Criical Dates © Primary Prime

Personnel Contractor

""DBE Commit " Training Flan

Contract ID: 500035043803

Current Prime: |ET28 |D. A. BROWN, INC. [ Joint Yenture
1l

Pay
|7|_ Required Freq in Weeks: IEI Max Subcontract Pet:|  70.00 [~ Subcontractors Paid
Bankruptcy Date: IDUJ‘UU.-"DU Bankruptcy Type Desc: ISpaces

Defaulted
’7|_ Indicator Reason: |Spaces

Original Prime Contractor: | |

Date: [00/00/00

Prime Contacts:

Contact Hame Contact Type User Id

Prime Associates:

—

Assoc Yendor ID

Associate Shorit Name

Associate Type *

Insurance:

31. Click on the Save icon =

— and exit
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A.2.b. Update Master List

Note: Use this area to update any master information.

*(From the previous section)

If an Associate is not in the master list, then perform the following steps.
Use the following steps to add Surety, Insurance, Escrow, or Bonding.

1. Close the search window.

2. Click on the SiteManager panel icon EEH in the upper left corner of your screen,
or click on File | Main Panel.

3. At the main panel, double-click on Contract Administration.

ﬂSiteManager Panel

Main Panel r Contract &dministration|+] ]

51

Draily 'whork. Pipeline and Contractor Change Civil Rightz(+] Accessories(+)

Feparts(+) Zipl+) Payments(+) Orders(+]

|
7 O
System t anuals(+]

Adminiztration]+]

4. The Contract Administration panel opens. Double-click on Reference Tables.

ESiteManager Panel

| tdain Panel Contract Administration{+] I Reference Tables(Cé+] I

]
w

Contract Contractor Reports [Ca+]  Process List
Records(+]  Management[+]

5. The Reference Tables panel opens. Double-click on Vendors.

ESiteManager Panel

rain Panel T Contract Adrinistration]+] T Reference Tables[CA+]

b s

=

Interface Load — Administrative Ibem Master  Funding Sources [lRGE Default Critical — Default Fey
tessages Offices Dates Dates
Drefault Checklist Drefault
Events Liquidated
Damages
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The Vendors window opens to the Vendor ID.

P aASHTO SiteManager

Eile Edit Services Window Help

=l R =R = R

"-Desc:liplion “work Classes = Afflistes  © Pesonnel  Prime Contacts” Associates

" Secuities
Usage

Yendor 1D:

IRS Tax Mbr: I

Full Name: |

Uncompleted ‘Work Amount: I 000

Ethnic Group: [Spaces

Yendor Type: | x| AltVendor ID: I—
DBE Type: |Spaces Ra| Cert Type: | Spaces -l
Cert Date: IM Cert End Date: W
Corp Type: [Spaces | Corp State: | =]
Prequal Date: IW Prequal End Date: IM

I™ Preconstruction Indicator

Gender: I

6. Click on the Open folder icon |E Double-click on the appropriate Vendor ID to select
the Prime Contractor (or, single-click on the vendor ID and click OK).

E\fendor Pick List

~ Selection
@Vendor
Find : |
-~ Yendor
Yendor Id Yendor Short Hame Vendor Type
A000 AfsAss BEGINNING OF FILE INDICATOR CONTRACTOR
@l 00:  [ABERNATHY CONSTRUCTION CORPORATIDICONTRACTOR
A005 ACORM COMSTRUCTION, LTD. CONTRACTOR
A006 ADAMS CONSTRUCTION COMPANY COMTRACTOR
A0 ALDOCONSTRUCTION CORP. CONTRACTOR
A0 JAMES A JR. & JEAN W ALEXANDER COMTRACTOR
A3 ALLEGHENY CONSTRUCTION COMPANY, INC COMTRACTOR

119 | Eancell
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7. Click on the Associates folder tab.

P ansHTO siteManager

File Edit Services Window Help

=T = = e

'-.Descliplion “iork Classes © Affiliates

Persannel  Prime Cantact

" Secuilies
Usage

Security
Accounts

f S=sociates

IRS Tax Nbr: I54-DBS1 o1

Yendor ID:I.EDDS
Short Name: |ABEFENATHY COMSTRUCTION CORPOF
Full Name: |ABEFENATHY COMSTRUCTION CORPORATION

Vendor Type: |[CONTRACTOR Alt Yendor ID:I

Cert Type: |Spaces

Cert End Date: IDD.:"EID.”DD
Corp State: |VA

Prequal End Date: |05a’01 /03

¥ Preconstruction Indicator

Gender: I

DBE Type: |Spaces

Cert Date: IDDHDDHDD

Corp Type: |EDHF’D RATIOMN

Prequal Date: IDEﬂ 0/02
Uncompleted Work Amount: I 1.301.185.00

Ethnic Group: |Spaces

8. The Vendor ID, Name, and Associate Type appear.

FIaASHTO SiteManager
File Edit Services indow Help

Mﬁm‘*ila @@_EIE|C] N HES

ol

7 Desoription “Wark Classes © Affiliates

Personnel  Frime Cortacts Associates Secuity  © Secuiies
Accounts Uszage
Yendor I1D: EDDS Short Mame: lﬁBEHNﬂTHY COMSTRUCTION CORPORATION
Associate Short Name

Aszzociate Type

RELIAMCE INSURAMCE CO.

BARBARA SCRUGGS
CITIZENS FARMERS BE

Ihsurance hd

E scrow -

If there is no surety required, skip forward to Step 12 below.

Click on the New icon |E to add surety, if necessary. A record opens with blank fields as
noted in the example below. Add information as needed.

P aASHTO siteManager
File Edit Zervices Window Help

AT 1SR

7 Desoription Wark Classes © Affiliates Persornel Prime Cortacts Associates Secuty  © Securties
Accounts Usage
Yendor ID: EDDS Short Name: lABEFEN.t’-\THY COMSTRUCTION CORPORATION
Azzociate Short Hame Agzociate Type

RELIANCE INSURAMCE CO. Surety

BARBARA SCRUGGS Insurance

CITIZEMS FARMERS BE Escrom -
— I - |

VDOT Trns-port™ SiteManager™

User Manual
Section Three — Initialization - Page 17 of 126



9. Right-click on Associate Short Name ficld and click on Search.

File Edit Services ‘Window Help

LI TP

“Description  work Classes © Affilates © Personmel - Prime Contacts Associates ~ Secuity Gecurties
Accounts Usage
Yendor 1D: EDU3 Short Name: MBEHNATHY CONSTRUCTION CORFPORATION
Associate Short Hame Associate Type

RELIANCE INSLIRANCE CO. Q ' =

BARBARA SCRUGGS -

CITIZENS FARMERS BE. Show Details -
o -
Fird
St
Shiaw Filber) Sork

10. A Search window opens. Scroll through the list and click on the Vendor Short Name for the Surety
and click OK (or the user can double-click on the Vendor Short Name to select it). Note: You can

choose any vendor name, regardless of vendor type, in the vendor file (Example: You can add an
insurance company as a surety type.)

ESearch Window |
Yendor Id Yendor Short Hame Yendor Type -

h , BEGIMMIMG OF FILE INDICATOR COMTRACTOR

A0S ABERMATHY CONSTRUCTION CORPORATIOICOMTRACTOR

A005 ACORM COMSTRUCTION, LTD. CONTRACTOR

A006 A0AMS COMSTRUCTION COMPANY COMTRACTOR

AO ALDD COMSTRUCTION CORP. COMTRACTOR

A011 JAMES A JR. & JEAN W ALEXANDER COMTRACTOR

A3 ALLEGHENY CAOMSTRUCTION COMPANY, INCCOMTRACTOR

A4 0. R ALLEM COMTRACTOR

Cancel |

11. Click on the down arrow next to the Associate Type field and select the Associate Type of Surety.
=

Click on Save =,
File Edit Services Window Help

OEEE DS IR
Bvendors D

—_——— —————— ——— ————.

" DesecriptionWaork Classes © Affiates . Persornel  Prime Cortacts Associates ~ Secuity © Secuities
Accounts Usage
Yendor 1D: EDD3 Short Hame: MBEHNATHY COWSTRUCTION CORPORATION

Aszociate Short Name

RELIAMCE INSURAMCE CO.
SCRUGGS

CITIZENS FARMERS BK

ACORM COMSTRUCTION, LTD.

Bonding

Escrow

4 |
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12. Click on the New icon |E to add insurance. A record is added with blank fields.

File Edit Services Window Help

Ll LA I i

" Description * Work Classes © &ffliates . Personnel - Prime Cortacts. Associates | Gecuity  ©
Accounts
Yendor 1D: EUEB Short Name: I.QBEHN.QTHY COMSTRUCTION CORPORATION
Aszsociate Short Hame Azsociate Type
RELIAMNCE INSURAMCE CO, Surety ha
BARBARA SCRUGGS Insurance -
CITIZEMS FARMERS BE. Ezcrow -
ACORM CONMSTRUCTION, LTD. Bonding hd

13. Right-click on the Associate Short Name ficld and click on Search.

File Edit Services Window Help
ERe2 DS g@ O

" Description ““Wark Classes © Affiliates  ©  Personnel Frime Contacts Assock
Yendor ID: EDDS Short Mame:  [ABERMATHY COMSTRUCTIO!
Azzociate Short Hame Azzociat
RELIAMCE IMSURAMCE CO. Sureh
BARBARA SCRUGGS :
CITIZENS FARMERS BEK. Show Details

ACORN COMSTRUCTION, LTD. 1

Filket:
Finid .

Surk

St Filter Sort

14. Scroll through the list in the Search window. Double click on the appropriate Vendor Short

Name for the Insurance (or single-click on the appropriate name and click OK).
FlaasHTO siteManager

File Edit Services Window Help

EeEe DS g | O

" Description “ork Classes © Affliastes © Personnel | Prime Contacts. Associates Security
Accounts
Yendor 1D: EDDS Short Hame: IQBEHN.&THY COMSTRUCTION CORPORATION
Aszsociate Short Hame Aszzociate Type
RELIAMCE INSURAMCE CO. Surety -
BARBARA SCRUGGS Insurance hd
CITIZEMS FARMERS BE. Ezcrow -
ACORM COMSTRUCTION, LTD. Banding -
LLEGHENY COMSTRUCTION COMPANY, INC. | ~ |
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15. Click on the drop-down arrow next to the Associate Type field and select the Associate
Type of Insurance.

3 aasHTO SiteManager

File Edit Services ‘Window Help

EEEE D gl ke

* Description "otk Classss © Affiliates© Persornel | Prime Contacts: Associates Security
Accounts
Yendor ID: EDDB Short Name: MBEHNATHY COWNSTRUCTION CORPORATION
Aszzociate Short Name Aszsociate Type

RELIAMCE INSURANCE CO. Surety -

BaRBaRA SCRUGGS Inzurance -

CITIZENS FARMERS BK Esciom -

ACORM CONSTRUCTIOM, LTD. Bonding hd

ALLEGHENY COMSTRUCTION COMPANY, INC.

16. Click on Save E Return to Step 24 to associate insurance company and surety.
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A.2.c Entering Information in Generic Fields in Contract

1. Loginto SlteManager At the Available Groups window, select Group ID “CDCO” and click OK.

SiteManager Logon

Available Groups for RIKFHDO1

Grp Id Group Mame |A
Trnsport Y] Froject Manager

QSitEManagerm Proj Eng Froject Enginesr

Construction Management Software

Res Engr  |Residency Construction Engineer

RIKFHaDT Dizt Eng Diiztrict Canstruction Engineer
User ID: £ g
- DCA Diztrict Contract Administratar

Password: | CoOCo Construction Divisi
Connect to: |Server e
Log_lnn T Pa“wmdl - | Select the Group for the zession. -:1-

2. From the main panel, double-click on Contract Administration.

P siteManager Panel x|
Main Panel Contract Administration]+] ]
Doaily ‘Work Pipeline and Contractor Change Ciwil nghts[+] Accessones(+]
Reports(+) Zipl+) Payments(+] Orders(+)

3. Double-click on the Contract Records.

| tain Fanel T Contract Admini: on(+] T Contract Records(+)]

i w

Reference Contractor Repaortz [CA+)  Process List
Tablez(CA+] M anagement|+]

4. Double-click on Contracts.

Main Panel 1 Conbiact Administration(+] T Contract Records{+]
Hijgetone
- =
)
Contracts Milestones Projects Categories Items Contract Contract
Funding Authority
B & il &
& EN I
FepDates Checllist Checklist Event Permits Carespondence Flan Stockpiled
Scheduled Dates Log Discrepancies M aterials
Events
Force Accounts  Design  Disputes/Claims DSS Conbiacts

Evaluation

5. In the menu, click the Open folder icon, scroll through the list to select the contract.
_|

’?wmm D

Find: [
Contract ID
Contract ID Vendor ID Fed State ProjNbr  Status ~ County Lvl2 Lvl3 Lvl 4 Loce =
EMBIZMCAI9643

NUNE/MEF(EEUZ FEND co21 08 58 CLARKE COUNTY

el Lo ||

AUUUEMBSCUB STPZE-&E[UUE]!BZMU?E AETV Cove 0A 48 FROM: O.70MI. %
A303FRA3I0SEE NOME/PR29403 FEND coz2s 0A 0z INTERSTATE RO
AMI00FMA3IET3 NOME/PM-SE-00 FEND core 0A 48 WARIOUS ROUTE
(AMAZATC395840 NOME /02440001 008,5F PEND Cooo 0A 0z RTE. 244 OVER F
4] | 3

0K Cancel
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6. Click on the Generic Fields icon

FJnASHTO SiteManager

Eile Edit Services Window Help

Ellt? D= gl |

FIENS
i,

¥ Payment Data " Crifical Dates Primary

Personnel

D escription “ Location

Frime " DEE Commit Training Plan

Contractor

Contract ID: lKan B172B43R

Status: L -

District: [0 Residency: |48

Progress Sched: |

Fed St/Pr Prj Nbr: |HSR-1(007)/33353-076-504 BE.

fve Primary PCN: |000151728
=
Variance Pct: 10,00 |~

Funding,

Desc: |PEDESTHIAN BRIDGE O%ER CSx RAILRDAD

Time Charges: ’m Bid Days: lﬁ
Contract Type: lm [
‘wWork Type: IW [
Spec Y ’ﬁ

Bid Amt: $1.562.73330

Proposal Fund Type: FED
Unit Spstem: [Metric Suppl Spec Bk Yr: | 1995

(+

AltID:

Wage
Decision:

‘Wage Decision Description

Wage Decision |D

Genil Wqg Dcsn ID

7. On the Generic Fields window, verify the Call Order Number with the Contract. If it is not
correct, delete the contract and re-pass from LAS.

Enter required information, when applicable, in Financial Prefix and Suffix, Retainage Number,
Renewable Contract, Bond Type, Payee ID, Stim Fund, Estimate Status (Choose Progress
Estimate), Time Performance Contract, Environmental Compliance Reporting, Federal Project
Number, Field Office Phone #, Field Office Fax # and Consultant Firm name.

Verify Federal Project Number field (Should have NONE, if there is no federal
project number or the Federal Project Number-field shouldn’t ever be blank).

Contract Genernic Fields

Contract ID: [400013105C01E
Schedule Last Updated: | 11/03/06

Retainage Humber: (54701

Call Order Humber:
Financial Prefix And Suffix:

Renewahle Contract ¥ /M:

Payee Id: | Contractaor -
Current Prior Balance Due: Q.00
Stim Fund:

Bond Type: |EOTH PAYMEMNT AMD PERFORMAMNCE « | Conversion Flag:
Time Performance Contract Y/N:
Conversion Date:

Estimate Status:

Environmental Compliance Reporting ¥ fM:

E/O0
N
o

0000400

| Final Estimate

=

Federal Prj Mbr: [STP-5401(522]

Comment Site: |

Field Office Ph. #: [000-000-0000

Field Dffice Fax #:|000-000-0000

Conzultant Firm M ame: |

FIELKS
8. Click on Generic Fields ﬂ 1con to close the Generic Fields window.

9. Click on Save

to save the information.
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A.2.d. Verify Price Indices are in Reference Table

Note: Price Index refers to automated fuel adjustment.

1. Log in to SiteManager. At the Available Groups window, select Group ID “CDCO” (Scheduling

and Contract Division Contract Admin) and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

Grp Id Group Hame -
lrns‘poti | P Froject tanager
SltEMEInEIgEl' Froj Eng Froject Engineer

Construction Management Software - - -
E Fe: Engr  |Flesidency Construction Engineer
Dizt Eng Diztrict Conztruction Engineer
-[RikFHOO — —
User 1D DICA Diiztrict Contract Adminiztrator

Password: ||
Connect to:lsewg, vl
LLogon I Change Passwoldl Cloze |

COCO

Congtruction Divizion Contract Admin

Select the Group for the session.

2. At the main panel, double-click on the Contractor Payments icon.

FsiteManager Panel x|
Main Panel Contractor Payments(+] ]
a4 B I 4 O m
Contract D aily " ark Fipeline and 0 Change Civil Fights[+] Accessorigs(+]
Administration[+]  Reports(+] Zip[+] 1 Orders(+)
[
L}
Syztem b anvials(+)
Administration(+]
3. Double-click on Reference Tables (+) icon.
ESiteManager Panel |
| tain Panel Contractor Papments(+) r Reference Tables [CP+] |

E stimate(+]

?IW

Feports [CP+]

Milestone
Adjuzstrients(+]

Contract
Adjustrnents(+]
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4. Open Price Adjustment Maintenance icon. You will be at the Price Index Selection window.

ESiteManager Panel

[ Main Panel T

¥ B &

Cantract Cantractor
Dizcrepancy Fayment
Options Approval Levelz

Contractor Papments|+] T

Reference Tables [CP+)

5. Click on the Open folder icon [= and double-click on a Price Index, or single-click the Price
Index and click OK.

Pl aasHTO siteManager e 1HiER x
File Edit Services Window Help

Price Index
| mEE? D& gl O
ﬂPrice Index Maintenanca
’ . o |Dpen [ -
Dezcription Histarp Adjustrment
Description -
FLEL 0.25 GAL/CY
FUEL 0.20 GAL/TON
- - FUEL 0,29 GAL/CY
Price Index:

FUEL 1.44 L/CU M
FUEL 0.20 GAL/TON

Description: FUEL 0,29 GAL/CY

FUEL 1.44 L/CU M

Unit:

Default Threshold Pct: I 0.00

DK Cancel

SiteManager inserts the selected Price Index information.

I AASHTO SiteManager

File Edit Services Window Help

EEE? DS a@ O

EPrice Index Maintenance

' Description I Histary © Adjustment )|

Price Index: |FOOE
Description:
Unit: |CY 'l

Default Threshold Pct: 3.00

*Note: Review the current Price Indices to determine whether or not the Price Index needed for
the contract is in the table. If Price Index is not listed, close the Price Index Selection window, click

on New |E, and add the information required in the Description, History, and Adjustment tabs.
[Flanchirosicemanager |

3 AASHTO SiteManager
File Edit Services Window Help

(MR E DS @ O

ﬂPrice Index Maintenance

Description Histary 7 Adjustment

Frice Index:

Description: |
Unit: I hd
Default Threshold Pct: I 0.00
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A.2.e. Associate Price Indices

1. Login to SiteManager. At the Available Groups window, select Group ID “CDCO” (Scheduling

and Contract Division Contract Admin) and click OK.

At the main panel, double-click on the Contractor Administration icon.
Double-click on Contract Records (+) icon.

Open the contract

Click on Attachment icon.

ol

Associate Prices Indices to Projects:

6. Double Click on Price Index History Plug-in

ﬂ Contracts

i Description ~ Location * Payment Data =~ Critical Dates Primary Personnel " Piime Contractor ~ DBE Commit Training Plan

C 1 10- [PO00N2E30Cn2 State Piiect Humher- (1531 -002128 CR1Z BR12 BR1:
Hame Type Description Autorun
|M arginCode |Plug |SileM anager Margin Code Assignment |:|
ﬂ FriceHiztary SiteM anager Price Index History _

r =SiteMgrBIDDS |Plug  [SiteMarager BIDDS Plug-in 1
|SiteMng|enewED |F‘Iug |SileManager Renewable Change Order Plug-in I:‘
Time [SiteMarClaims |Plug  [SiteMarager Claims 1
Conbra |NewMaintEharges |Plug |Maintenanc:e Charges Plug-in [web Application) |:|
Wor [4/3/09 EST. |OLE  [443/09 E stimate Comection Mates 1
[E st alidation |Plug  [Sitetarager E stimate - FMS Validation Application 1
Item CodgEST AUTHORITY  [DLE |PM AUTHORITY TO BRENDA FOX FOR 4309 ESTIMATE (]

a. Depending on the security assigned, you will be taken to SiteManager Price Index History window or
SiteManager Contract Price Index History window or a Menu at the top of the page by which the user

can navigate between the two applications.

WwDOT

SiteManager - Price index History

=PRICE INDEX HISTORY = = CONTRACT PRICE INDEX = =PRICE INDEX ADMIN = = CONTRACT INDEX ADMIN =

TESTO1 PRICE INDEX HISTORY [E50TRACT PRICE INDEX

Select ¥
‘
[11/20/2006 izez: |

h

€] http://501076whx45248/SiteMgrPriceHistory/CONTINDEX. ASPX

%J Local intranet
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b. Click Contract Price Index Link from the Menu at the top. The system will take the user to the

||

Contract Price Index Screen.

This window has three parts:

The first part gives the user information about the Contract. (Contract Id, Vendor ID, State Project

Number and Description)

The second part of the window ASSOCIATED MASTER INDICES lists the Price Indices that
could be potentially applied to the Contract. The list is pulled for the master index list and pulls only

those that have a match based on the Contract Items.

The third part of the window lists the APPLIED INDICES TO THE CONTRACT. This list
includes those indices that have already been assigned to the Contract

\WVDOT

SiteManager - Contract Price Index

1y = mCONTRACT PRICE INDEX = =PRICE IM

User IDv COTESTOL CONTRACT PRICE INDEX

Contract ID

Wendor Id

M = = CONTRACT IND

|
|

State Project Number | |
[

Diescription

ASSOCIATED MASTER INDICES
Refresh applicable Master Indices

| PRICEWDEXD | DESCRIBION | _USEDUNIT | DETALS | ADD |
FO0& FUEL 0,29 GAL/CY Y Cetails Add B
Foog FUEL 0,20 GAL/TOM TON Details Add

FO&1 FUEL 0,29 GAL/CY CY Details Add

FoAZ FUEL 0,29 GAL/CY Y Cetails Add

FO&4 FUEL 0,29 GaL/CY Y Details Add

FOAD FUEL 0,29 GAL/CY Y Cetails Add

Flag FUEL 0,29 GAL/CY Y Details Add

F332 FUEL 0,20 GAL/TOMN TON Details Add

F332 FUEL 0,20 GAL/TOM TOMN Cetails Add

GOO01 00120 OPTIONAL FUEL ADJUSTMENT CY Add

1z

APPLIED INDICES TO THE CONTRACT
Refresh Contract Indices

PROJECT NUMBER

PRICE INDEX ID

00035415001 FOO9
00055415101 FO12
00055415001 FOAG

Details
Details

DETAILS DELETE

Delete
Delete
Delete
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c. Click on the Details link button in either Associated Master Indices or Applied Indices to the
Contract sections. You will be taken to the Details screen.

\VDOT i | I
SiteManager - Coniract Price Index

Contract ID

State Project Number

w— |- ter Incex Detalls

Index ID

Description

Used Unit

Threshold Percentage

Master Index Items

ITEM CODE | UNIT TYPE | SPEC YEAR LAST CHANGE YEAR ADIJUSTMENT TYPE ITEM OTY PCT UNIT VAL OTY THRESHOLD PCT

00120 E 1994 1994 F o a
o120 E 2004 2004 E 29 a a
oo128 E 1904 1994 F: 29 a a
oo12s E: 2004 2004 = 29 a a
85003 E 1994 1994 F 29 o a
85003 E 2004 2004 F 23 0 0
Contract Items
00033415001 o013 001=0 1994 1994 0oo1 REGULAR EXCAYATION

Close Window

Ll

Select Close Window button to return to your original screen.

d. Adding Indices To The Contract
Clicking on the Add button of the Associated Master Indices section, adds the Price Index to the
Contract. This activity adds the index to all the individual Projects of the Contract.

After the data has been added to the Contract. Click on Refresh Contract Indices to see the Index
data that has just been added.

RO, - R -~

FOOS FUEL 0.20 GAL,-’TON TOMN Details
FOA2 FUEL 0,20 GALACY cy Details Add
Foag FUEL 0,28 GALACY cy Details Ao
FOA9 FUEL 0,29 GALCY cy Details Add
F146 FUEL 0,28 GALACY cy Details Add
a3z FUEL 0.20 GAL/TON TON Details Add
Faa3 FUEL 0,20 GAL/TON TON Details Add
G001 00120 OFTICNAL FUEL ADJUSTMENT cy Details add
GOE9 10065 OPTIOMAL FUEL ADIUSTMENT TOM Details Add

12

APPLIED INDICES TO THE CONTRACT

ﬁ Refresh Confract Indices

PROJECT NUMBER PRICE INDEX ID DETAILS DELETE
00055415001 FOo9 Details Delete
00035415001 FO12 Details Delete
00035415001 FOA1 Details Delete
00055415001 FOAG Cetails Celete
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.

Deleting Contract Index

Delete the indices that have been assigned to the Contract by selecting the Delete button in the

Applied Indices to the Contract section.

ﬁ APPLIED INDICES TO THE CONTRACT

Refresh Contract Indices

PROJECT NUMBER PRICE INDEX ID DETAILS
00035415001 FO09 Details
00055415001 FO12 Details
00055415001 FO&1 Details .
00035415001 FOAG Cetails Dele

Delete
Delete

DELETE

e

Deleting the Index from any one project of the Contract will delete the index from all the Projects

present in the Contract. The deleted Index can be seen again in Associated
clicking the Refresh Applicable Master Indices link button.

Verify Contract Indices Change

At the main panel, double-click on the Contractor Administration icon.
Double-click on Contract Records (+) icon.

Open the Project

Click on the Adjustment Indices tab.

¥ AASHTO SiteManager

File E Services Window Help

izl UL == =]

Description Counties i Adjustment Indices

Contract ID: 200055415001

Project Nbr: 00055415001 State Proj Mbr: w/LEO0Z3wME
Description: pOUNTAIN RUM BANK
Location: |CREATE 20+ ACRES OF WETLAND MITIGATION BANK
Indx Type Available Price Indices A Indx Type Project Pay Adjmnt Indices

10065 OPTIOMAL FUEL ADJUSTHENT I
FUEL 0.29 GALACY
10416 OPTIOMAL FUEL ADJUSTMENT
FUEL 0.20 GAL/TOM

FUEL 0.20 GAL/TON

FUEL 0.29 GAL/CY

FUEL 0.23 GAL/CY

FUEL 0.2 GAl

FUEL 0.29 GAL/C.Y.
Fuel 1.44 L/cubic meter

00128 OPTIONAL FUEL ADJUSTH
10607 OPTIOMAL FUEL ADJUSTH
10608 OPTIOMAL FUEL ADJUSTH
10608 OPTIOMAL FUEL ADJUSTH -

| Add ->
Add All ->>
<- Remove
<<- Rem All

Master Indices section by
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A.2.f. Update Margin Code to include Fuel Adjustment

1. Double Click on Margin Code Plug-in to set up the margin codes to include fuel adjustment
for each item that the contractor opted-in for the adjustment.

\WDOT s

SiteManager - Item Code Distribution

User ID: COJHWOD1

MARGIN DISTRIBUTION

>

Administrator

Contract ID
State Pri MNor
Wendor Mame

Description

[200055415L01

‘WLBD—DZB—WMB.LEDI

[pLe, mc.

‘0.464 MI. STREAM GRADE 8 PLANT.FOR MITIGATION SITE

|Search By Itern Code

AL ITEMS v

ITEM CODE ITEM DESCRIPTION MARGI/ E DETAILS

00100 MOBILIZATION Choose a margin code v Show Details
00101 CONSTRUCTION SURVEYING ‘ Choose a margin code V‘ Show Details
00110 CLEARING AMD GRUBBING ‘ Choose a margin code v‘ Show Details b |
oo119 EXCAVATION ‘ Choose a margin code V‘ Show Details
oo1zo REGULAR EXCAVATION ‘ M&J0R, FUEL V‘ Show Details
10085 AGGR. MATL. MO, 1 |chonse a margin code v/ Show Details
10090 AGGR, MATL. NO. 214 Choose a margin code v Show Details
10250 NS AGGR, MATERIAL Choose a margin code v Show Details
10416 LIQUID ASPHALT Choose a margin code v Show Details
&] Dore . Local intranet

Click pull-down box for margin code for all items the contractor chose as opt-in item and change
margin code to include the current codes in addition to FUEL.

A SiteManager Margin Code - Microsoft Internet Explorer

File Edit View Faworites Tools  Help e
Qe O (8 (B G| Do feras @3- - LI B
Address http: fjeoappl 7 (SitetgrMar ginDEFALLT . ASP3 v B so  Lnks > -
|1 reepiyeoappi7iStemaritarging TS @ =] L]
PRICE, FUEL e
FRICE, MAJOR:
\\/DD T ansportation PRICE, MAJOR, CRITICAL
PRICE, MAJOR, FUEL
SiteManager - Item Code EPRICEJ MAIOR PLAMN
. PRICE, MAJOR, PLAN, CRITICAL
User ID: COJHWOO1 RICE, MA10R, PLAN, FUEL adrministrator
CRITICAL
FUEL
FUEL, CRITICAL
Confract ID 20008108
Stats Prj Mor ol Bo[RIOR, CRITICAL
wendor Name DLE, |MAJOR, FUEL, CRITICAL
AI0R, PLAN
Description 0.464|MAIOR, PLAN, CRITICAL
AI0R, SPECIALTY
JOR, SPECIALTY, CRITICAL
|Search By Itemn Code ALL IT|PLAM |
AM, PRICE
PLAM, PRICE, CRITICAL
FLAM, PRICE, FUEL
ITEM CODE ITEM DESCRIPTION o an CRITIC AL ] DETAILS
00100 MOBILIZATICH PLAM, FUEL Showr Details
00101 CONSTRUCTION SURVEYING Etix‘ ;LLEJLC’]RCTSQEAL Shicnr Details
00110 CLEARIMNG AND GRUBBING PLAMN, MAJOR, FUEL, CRITICAL Show Details B
SPECIALITY U |
00118 EXCAVATION |sPECTaLTY, criTICAL =] Show Details
00120 REGULAR EXCAVATION MAJOR, FLEL ~ Show Details
10085 AGGR. MATL. NO. 1 Choose a margin code - Show Details
10050 AGGR. MATL. NO. 214 Choose a margin code - Shicnr Details
10250 NS AGGR, MATERIAL Choose a margin code ~ Show Details
10415 LIQUID ASPHALT Choose a margin code ~ Show Details 3
& pone . Local intranet
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2. Scroll down to the bottom of the screen and click on UPDATE button.

4.

A.2.g. Verify Project

1.

2} SiteManager Margin Code - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help

J \_) E @ \_h pSearch \;'\\'(‘Favontes @ Bv :\”, lﬂ h \_J ﬂ ﬁ

Address | ] httpsjfroapp! 7/iteMarMar gin/DEFALILT . ASPX v| E} Go  Lnks * @y
'endor Narme |DLB. TNC. | A
Description [0.:464 MI. STREAM GRADE 8 PLANT.FOR MITIGATION SITE |
Search By Ttem Code |
0100 MOBILIZATION [choose a margincose ] Shaw Details
00101 CONSTRUCTION SURVEYING |Chcn:|sa & margin code Vl Show Details
00110 CLEARING AND GRUBBING |Chcn:|sa a margin code Vl Show Details
00119 EXCAWATION |ChUUSE & margin code Vl Show Details
00120 REGULAR EXCAWATION [ma10R, FUEL | Show Details
10065 AGGR. MATL. NO. 1 | choose & margin code | Show Details
10090 AGGR. MATL. NO. 214 [ choose & margin code | Show Details
10250 NS AGGR. MATERIAL | choose & margin code | Show Details
10416 LIQUID ASPHALT [choose a margin code v Show Details
10570 COAL TAR PITCH [ choose a margin code v Show Details
10608 ASPHALT CONCRETE [choose a margin code v Show Details
22511 FEMCE FE-1Ni2 Choose a margin code v Show Details
22541 LINE BRACE LMNIT Choose a margin code v Show Details
22581 CORMNER BRACE UNIT Choose a margin code v Show Details
220908 GATE FE-G L=12" Choose a margin code v Show Details
(
~

%4 Local intranst:

o7 g

% = [E «30em

Go to the next page by clicking on the page numbers at the bottom left-hand corner for additional
items. Click on UPDATE button after changes to each page.

Close plug-in by clicking on the X in top right-hand corner of IE browser screen.

Log into SiteManager. At the Available Groups window, select Group ID “CDCO” and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

Construction Management Software

Q‘EﬁteMana

ger’

User ID:IFNKFHDD1
Password: ||—
Connect to: m
LLogon I LChange Passwoldl

Close |

Diztnct Contract Admirstrator

Grp Id Group Hame -
SHADMIM  |Sitebanager Adminiztrator
Fhd Project kManager
Froj Eng Project Engineer
Rez Engr  |Residency Construction Engineer
Dizt Eng Digtrict Congtruction Engineer

Select the Group for the zession.
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2. At the main panel, double-click on Contract Administration.

x
Main Panel Contract Administration]+] ]
Draily ok F'lpellne and Contractor Change Civil nghts[+] Acceszones(+]
Reports(+] Zip(+] Fayments(+] Orders(+]

3. Double-click on the Contract Records.

M SiteManager Panel

| tdain Panel T Contract Administration[+] r Cantract Records(+] ]
Reference Contractor Reportz [CA+]  Process List

b anagement(+]

T ables[Ca+]

4. Double-click on Projects.

ﬂSiteManager Panel

tain Panel T Contract Adminiztration(+] T Contract Records(+)
e =
.
Contracts Milestones Categories |ternng Contract Caontract
Funding Autharity
Schedule - —a W
Vi Fit !
Key Dates Checklist Checklist Event Permits Conespondence Flan Stockpiled
Scheduled Dates Log Dizcrepancies I aterials
Ewents
Force Accounts Diezign Dizputes/Claime D55 Cortracts
Evaluation
=

5. If you have not selected a contract, click on the Open folder icon ==. Select a contract and
double-click on a Project Nbr.

P ansHTO SiteManager

Eile Edt Services Window Help

ELITE G ITE
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ﬂﬁelect Contract Project

x|
— Selection
Contract 10 | BODOTEEZ7C30
Project Mbr |
Find - |
— Project Mbr
PCH Description
MNH-B401(372)/R ! ; ;
00011673C21 MNH-5401(372)/R000025249 0231 MI. GRADE, DRAIN , ASP. PAWE . RETAIM. STR., 5I4
00016627RES MH-5TP-5401[371)/R000029249 127-156-127 FT. STEEL PLATE GIRDER SPAMS
00016627C30 MH-5TR-5401[371)/R000029249 0761 I GRADE, DRAIMN., ASP. PAWE |, SIGMS, SIGMALS.
00016627T 30 MH-5TR-5401[371)/R000029249 0761 I GRADE, DRAIMN., ASP. PAWE |, SIGMS, SIGMALS.
ok | Cancel |

6. Verify all the Project information. Update Status to be Construction if it is not already that status.

FaasHTO SiteManager
File Edit Services Window Help

ERE? (0SS g e

EPruiects
Description Counties ¥ Adjustment Indices

Contract I1D: IBDDD'I BEZ7C30

Project Nbr: [000T1679672  Fed St Prj Mbr: [NH-5401(372)/R000025243 Alt Prj 1D: |
Description: 5 Spec Yr: [1334

Descripliog. CIURBS Unit Sys: IEninsh
tatus: |EDNSTHLICTIEIN (15T = [ Complete Auth Pay Limit: |$390,523.4?

[~ Release Retainage Acct Pij Nbr: |

Prj Type: Im Work Type: Im Surface Type: Ih
Route Mbr: [R000 SectMbr:[243 | Road System: [SECONDARY =]
Road Mame: [FAIRFAX COUNTY PARKWEY
Location: [ & 0D TRAIL OVER FAIRFAX COUNTY PARKWEY Enar Pet: [2.0000 |
Location: [[0.1 MI. N, OF SUNSET HILLS RD.] Work Site: [SUBUREA > |
Beq Sta: IW Beg Termmini: ID29— Latitude: W
End Sta: IW End T ermini: INFD— Longitude: W
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7. Verify City/County code field.

i Description Counties T Adjuzstment |ndices ]
Contract ID: |BO0O0TGEZ7CE0
Project Nbr: [000T1679613  State Prj Nbr: | /RO000 | Al Prj ID: |
Description: [115-119' CONT, COMP, STEEL PLATE GIRDER SPANS Spec Yr-[1334
Description: [20-0" FACE T0 FACE OF CURBS Unit Sys: [Engish
Status: [CONSTRUCTION (15T >| [ Complete Auth Pay Limit: [§0.00
[ Release Retainage Acct Prj Mbr: I—
Prj Type: [CONSTRUCTION R ] Work Type: [E513BRIDGE PR v]| Surface Type: [N/2 =]
Route Nbr: |R0O00 Sect Mbr: IHS— Road System: Im
Fedesal Prj Mbr: [FAIRF&x COUNTY PARKWAY
Location: [+ & 0.0 TRAIL OVER FAIRFAX COLNTY PAREWAY Engr Pct: [2.0000
Location: [[0.1 MI. M. OF 5U . Work Site: [SUEUREA > |
Beg Sta: [13+73.72 City/County: [023 Latitude: [385726
End Sta: [15+20.25 End Termini: JNFO Longitude: [772225
8. Click on Save =Z. If you made a change and failed to Save, a window will appear.

Click on Yes to save the change.

9. Click on the ‘Counties’ tab and verify the County.

FJaasHTO SiteManager
File Edit Services Window Help

Eme?2 sy @

Description | w T Adjustment Indices 1

Contract ID:  |BO00TEEZ7C30

Project Nbr: |00011679813 Fed State Project Nbr:  [NH-5401(372)/R000029249
Description: [119'115' COMT. COMP. STEEL FLATE GIRDER SPANS 200" FACE TO FACE OF CURES
Location: [, &0.0. TRAIL OVER FAIRFAR COUNTY PARKMWAY (01 MI. M. OF SUNSET HILLS RO

Available Counties Project County Proj Len %

aais |
Add Alll->> |
<- Remove |

<<- Rem All |

10. Now click on the Adjustment Indices folder tab and verify the fuel indices are attached
(these were done through the Price Index History Plug-in earlier).
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11.

12.

P AASHTO SiteManager
File Edic Services MWindow Help

I E2 | s E

EPrqu(ts

Description T Counties Adjustment Indices

Contract ID:  [B0001EE27C30

Project Mbr: |00011673B13 Fed State Project Nbr:  [NH-5401(372)/R000025249
Description: [119-11% CONT. COMP. STEEL PLATE GIRDER SPANS 20-0" FACE TO FACE OF CURES
Location: [/ & 0.0 TRAIL DYER FAIRFAX COUMTY PARKwWAY 07 MI. M. OF SUMSET HILLS RD.)

Indx Type  Available Price Indices ~ Indx Type Project Pay Adjmnt Indices
Add ->» FUEL 0.2 STOM

F2a4 FUEL 1.44 L/CU M F146 FUEL 0.23 GAL/CY

F2a5 FUEL 1.44 L/CU M Add All ->>
F20 FUEL 1.44 L/CU M

<- Hemove
F211 FUEL 1.44 L/CU M
F213 FUEL 1.44 L/CU M <<- Rem All

«l T

Click on the Description folder tab.
P AASHTO SiteManager
Elle Edit Services ‘window Help

| ZERE?2 DS gl

:. rojects

‘ Counties | Adjustment Indices

Contract ID:  |BO0016627C30

Project Nbr: [00017679612 | State Prj Nbr: JEEI[ERA N IEER i AltPij ID:
Description: [115-119 CONT, COMP. STEELPLATE GIRDER SPANS | Specyr[iasd
Deseription: [20-0" FACE TO FACE OF CURES Unit Sys: [English
Status: m [~ Complete Auth Pay Limit: |$[IEIIJ—
[ Release Retainage Acct Prj Hbr: l—
Prj Type: [CONSTRUCTION Fi x| Work Type: [B613 BRIDGE FR =] Surface Type: - |
Route Nbr: [R000 Sect Nbr: [243 Road System: [SECONDERY =]
Federal Prj Nbr: [FAIRFAX COUNTY PARKWWAY
Location: [w. & 0.0. TRAIL OVER FAIRFAX COUNTY PARKwWAY Engr Pet: [5.0000
Location: |[_UW MI. M. OF SUNSET HILLS RD.) Work Site: [SUEURES > |
Beg Sta: W City/County: IUZEI— Latitude: IW
End Sta: W End Termini: INFD— Longitude: W

Click on the Generic Fields icon on the top and verify FHWA 534, UPC Number,
Federal Project Number and enter the Object Code and the Project Job/Crew.

Object Codes: 1255 — Maintenance Only
2323 — Roads, Landscaping, Utilities, Traffic Signals
2321 — All Bridges and Boxed Culverts (B and D #s)

NOTE: Federal Project Number cannot contain any special characters [i.e. -, ), #].
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Generic Fields For Projects

FHWA-534: Federal Project Humber: W

UPC Mumber: lm Object Code: W

Pavement Type: |F'DCC Ad Date: IW

Lanes Built: [0 Lanes Total: [0
Project Job/Crew: |BG12 ERIDGE FROJECT | Stim Fund: l—

BIDDS Project Type: |[NEE] Mew Bridge Construction ﬂ

13. Click on Generic Fields ** to close the generic window.

14. Click on Save icon. If you need to verify or update another Project Number (PCN), repeat Steps 2-14
and enter all the information as noted.

15. When finished, click Save E Exit the window and return to the SiteManager Main Panel.
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A.2.h. Categories

1. Log in to SiteManager. At the Available Groups window, select Group ID “CDCO” and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

Grp Id Group Mame -
"“"P"'i Phd Froject Manager
SltEMElnagEr - Dizst Eng District Construction Enginesr
Q W DCA, Digtrict Contract Administrator
Browsze Browse Group
User ID:]FIKFHIOT nztruction Divizion Contract Admin
Password: | IEEINT R [Contractar -

Connect to: Isgwg, vl
LLogon I Change Password | Close |

Select the Group for the session.

2. From the main panel, double-click on Contract Administration.

ESiteManager Panel x|
Main Panel Contract &dministration(+] ]
D aiily wfark. F'lpehne and Cantractar Change Cirvil F||ghts[+] Accessaries(+]
Reports[+) Zipl+) Payments(+] Orders(+)

3. Double-click on the Contract Records.

ESiteManager Panel

| rain Panel

Il

Reference
Tables(Ch+)

Contract Records(+)

Contract Administration{+] T

—

Contractor Reports [Ca+)
Management[+]

Process List

4. Double-click on Categories.

ﬂ SiteManager Panel

M ain Panel T Contract Adriniztration(+) T Contract Records[+]
e &)
y
Contracts Milestones Projects Categaries Itemns Contract Contract
Funding Authority
& = T
> Ed '
Key Dates Checklizt Checklist Event Permitz Correzpondence Flan Stockpiled
Scheduled Dates Log Dizcrepancies Materialz
Ewents
Farce Accounts Dezign Dizputes/Claims D55 Contracts
E waluation
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5. Double-click on the appropriate contract or highlight the contract and click OK.
Note: If you are already within a contract, a Category screen appears for the last PCN used.

You would need to click on Open E and choose your contract or PCN.

ESelect Contract Project |

— Selection

Contract 1D |
PCN |

Find : |
— Contract 1D

Contract ID Yendor ID Fed State Proj Nbr Status Countpy Lvl 2 Ly=
— B722 |BR5132(10510011132v[PEND  |C968 |
B0004762N0ZE EO05 NH-955-B(020]VMSISBEALTY 0B 02
50007435002 B39 NH-054-1(103)/[FOJ00E4 PEND 0B 50
EMEOZPMIZEE23  ADDG NONE/PMEID2 BLTY 0B 50
EMEOZTPASTE17  A231 NONE/TPEAD2 PEND 0B 02
EMBO2TPB57517 NONE/TPEED2 PEND 0B 02

0K | Eancell

Double-click on a Project Number.

ESelect Contract Project |
i~ Selection
Contract ID | E0O0BE27C30
PCN |
Find: |
~PCN

Contract 1D
0

Project Number Fed State Project Number Descriptio
00011679E13 MH-5401 3 119115 CONT. COMP. STEEL PLZ
EO0016627C3 00011679C21 MWH-5401(372)/R000029249  0.231 M. GRADE. DRAIN., A5P. P4
EO0016627C30 00016627E 88 MH-5TP-5401[371)/R00002924: 127-156-127 FT. STEEL PLATE Gl

BO0016627C30 000716627C30 MH-5TP-5401(371)/R00002924: 0.761 MI. GRADE, DRAIN., A5P. P4

BOO016627C30 00016627T30 NH-53TP-5401[371)/R00002924: 0.761 MI. GRADE, DRAIN., ASP. P4

(1] | Cancell
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6. Verify Catg Wrk Cls Type (Activity Code). If they are not correct, click in the bottom panel
and select the correct category from Catg Wrk Cls Type drop down window.

Etategnries

Etategories

Contract 1D: [BO0OTERZ7C30 PCN: [DO0TT673E13 Contract 1D: [ponoieEz7C30 PCN: [00017679613
Category Number Description Work Class Type Category Humber Description
REGULAR BID ITEMS 31 CONTRACT COMSTRUCT - REGULAR BID ITEMS
z Test 404 BRIDGE SAFETY INSPECTH 2 Test

Calg Nb: [0001 Fed St/Pr Pri Nbr: [NH-5401(372)/R 000029243

Desc: [REGULAR BID ITEMS

Catg Nbr: [0001 Fed St/Pr Prj Nbr: [NH-5401(372)/ 2
Desc: [REGULAR EID ITEMS

Length: [240.5300

Width: [ 0000 |
: Catg Wik Cls Tppe: [631 CONTRACT Cl Bridge ID: [267-33 Engr Pct: [2.00 Calg Wik Cls Type: [631 CONTRALT C(~ Bridge 1D 267
S — Brdg Type: [STEEL PLATE GIRDER =] 404 BRIDGE SAFETY INSFECTIONS -t
Fed Wik Calg Type: [OTHER COMP STL x| Brdg Span Nbr: [2 Rd Sect Nbr: Fed Wik Catg Type: [411 RECONDITION NON-HARD SURFACE
Fed Wik Cls Type: [NOT IN LISE B VI = Brdg Length: [240 5300 Hwy Nbi: Fed Wik Cls Type: |412 HARD-SURFACED ROADS i
Suppl Wik Cls Type: [NEW BRIDGE - Brdg Width: [22.0000 Hwy Type: [Spaces = Suppl Wik Cls Type: [413 BITUMINDUS RETREATMENTS L
Beg Sta Hbr: Beg Termin: Unit Nbr: [000 Beg Sta Nbr: J =l
End Sta Nbr: End Termini: Desc: End Sta Nbr: ETRrTeTmmTT
id| <

7. If this is a bridge PCN, the bridge length and width information should be populated from
PES/LAS. Additionally, the Bridge ID, Bridge Type and Bridge Span Number should be
populated. Verify the information. The user can then enter the length and width information

as needed. The bridge length and width are required fields and will prevent the record from
saving if the field is left blank on a bridge PCN.

Contract 1D: BOOOTBE27C30 PCN: IDEIDTIE?SB‘IS

Category Humber Deszcription Work Clazz Type
REGULAR BID ITEMS B31 COMTRACT COMSTRULCT -

2 Test 404 BRIDGE SAFETY IMSPECTI

Catg Hbr: IDEID1 Fed 5t/Pr Prj Hbr: |NH-54D1[3?2]£F|DDDD29249

Desc: [REGLLAR BID ITEMS

Length: |24D. 5300

Catg Wrk Cls Type: |53'| COMTRACT CC 'I

Fed Wrk Catg Type: |O0THER COMP STL =
Fed Wik Cls Type: |[NOT IN USE BY W[ »,

Brd

Brdg Length: [240.5300 Hwp Nbi:[

Suppl Wik Cls Type: [NE'w BRIDGE Brdg Width: 220000_” Hwy Type: [Spaces =
Beg Sta Mbr: I— Beg Termini: Unit Mbr: W

End 5ta Mbr: I— End Termini: I— Desc:l

Width: |22 0000
Bridge 1D: |2E?-38 Engr Pct: IS.DD
Brdg Type:ISTEEL FLATE GIRDER x|

Spanh Ad 5ect Hbr: I—_

=l

Note: If the information is blank,

contact the district designer for the data.

VDOT Trns-port™ SiteManager™

User Manual
Section Three — Initialization - Page 38 of 126



8. If there is a State Forces Category or any other Category without items, the Category must
be deleted. To delete a Category, select the Category Number. Click on the bottom panel and

click on the Delete =2 icon. The Category will be deleted. Note: A Category can only be deleted
if there are no Items associated to it!

Contract ID [CO0070504M01 PCN 00070604001
Category Humber Description Work Class Type
0100 REGULAR BID ITEMS 631 CONTRACT CONSTR - REGULAR - FE

STATE FORCES OMTRACT COMNSTR - REGULAR - FE

Catg Nbr: 2000 State Prj Nbr: [[MF0)6234-076-128, M50
Desc: [STATE FORCES Length: (0000

| Width: |.0000

9. Click on Save E .

10. To check for betterment, click on the main SiteManager Panel icon | and open the Contract

Funding screen.
FaasHTO SiteManager
File Edit Services Window Help

@2 0Es 96

and double-click on Contract Funding.

tdain Panel T Contract Administration]+] T Contiact Records(+)
tone
B 5 =
5 )
Contracts Milestanes Projects Categaries Items Contract
Funding Autharity
& =\ il &
= B I
Key Dates Checklist Checklist Event Permits Corespondence Plan Stockpiled
Scheduled Dates Log Discrepancies b aterials

Events

=2 9

Force Accounts Design Disputes/Claims D55 Contracts
Evaluation

If there is a funding record that starts with a B, then there is betterment on the contract,
and the generic fields need to be filled in on the category generic screen.

Contract 1D: IB 0001 BE27C30

Contract 1D Project Category Line Item  Funding Funding 5ource Description Priority Source Partic_+
Mumber Mumber Humber Source Code Order pation Percer

BOOOTEE2FCI0 00011679C241 0001 Com COm-CIT/TOWN 3 100
BOOOTEE2FCI0 00011679C241 1005 Com COm-CIT/TOWN 1 T318
BOOOTEE2FC30 00011679CA41 ﬁ BOM BOO-BETTERMEMT FUNDING 1 2682
BOOO1EE27CI0 00011679C21 2001 FOos FODRIMTERSTATE FUMNDS 1 a0
BOOOTEE2FCI0 00011679C241 2001 G 5=5TATE FUNDING AGEMCIES = 1 20
BOOOTEE27FC30 00011679C21 2001 Q05 QO05-FHWE Q05 FUNDS 2 a0

4 |
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IF NO bridge/structure or betterment, skip to Step 12. However, IF there is bridge/structure or

FIELM!
betterment, return to the Categories window and click on Generic Fields ** icon to see generic

fields in the Categories.

Add the:

- Structure Number

- Participating Betterment%

- Non-Participating Betterment %

- Participating Betterment Activity

- Non-Participating Betterment Activity

*Structure Numbers can be entered on both Construction and Maintenance Contracts. Structure
numbers must be associated with the appropriate activity codes to pass FMSII validation.

¥ AASHTO SiteManager

File Edit Services ‘indow Help

reel . PICS = &=

Contract ID |CMI04BR39690 PCH [M304ER39690

E Category Humber Description Wo

Genernc Fields for Cateqories

Structure Number:

Participating Betterment : |0

1 Mon-Participating Betterment 2: |1
Participating Betterment Activity:

Mon-Participating Betterment Activity:
M aintenance Activity:
Asset Code:

| FiELm E

11. Close the Generic Fields by clicking on the Generic Fields icon ! *# again. Click on Save =,

F AASHTO siteManager

File Edit Services Window Help N\
D E | 0SSy

Etategories

Contract ID: |BO0016E27C30 PCN: [00071679813
Category Number Description Work Class Type
- Generic Fields for Cateqories F
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12. Repeat Steps 6 through 11 for each Category.

13. Return to Step 5 for next Project Number, if needed.
14. Click on Save E and Exit the panel.
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A.2.1. Contract Funding as CDCO

1. Log in to SiteManager

SiteManager Logon

Tmsport

QSitEMr:mElglar‘

Construction Management Software

User ID: IFHKFHUD1
Password: ||

Connect to: Isewe. vl
Logon I Change Password | Closze |

2. At the Available Groups window, select Group ID “CDCO” (Scheduling and Contract Division

Contract Admin) and click OK.

Available Groups for RIKFHOO1

Grp Id Group Name -

Phd Froject bManager

Froj Eng Froject Engineer

Res Engr  |Residency Construction Engineer

Dizt Eng Diztrict Construction Enginger

DA, Diztrict Contract Administrator
Construction Divigion Contract Adrmin

Select the Group for the session.

3. At the main panel, double-click on Contract Administration.

x
Main Panel T Contract Administration(+] ]
= @ m A
5
Daily ‘wéork. Pipeline and Contractor Change Civil Rights[+] Accessories(+]
Reports(+] Zip(+) Payments(+] Orders(+]

4. Double-click on the Contract Records.

Contract Records(+]

| M ain Panel T Contract Administration[+] r

i w ©

Reference Contractor Reports [CA+]  Process List
Tables(Ca+) Management(+]

VDOT Trns-port™ SiteManager™
User Manual

Section Three — Initialization - Page 42 of 126



5. Double-click on Contract Funding.

ESiteManager Panel

Contract Adminiztration[+]

I

tain Panel

I

Contract Records(+]

@ &

Z 5

Dizputes/Claimz D55 Contracts

Force Accounts

Design
Evaluation

Ju

Contracts Milestones Projects Categories Itemnsz ct Contract
Funding Autharity
& B OB i &
& T
Key Dates Checklist Checklist Event Permitz Correspondence Plan Stackpiled
Scheduled Dates Log Dizcrepancies Materialz
Events

6. Scroll through the list of Contract IDs and double-click on the appropriate Contract ID, or
highlight the Contract and click on OK.

E Contrack List ﬂ
— Selection
@ Cortract 1D |
Find : |
— Contract ID
Contract ID Yendor 1D Fed State Proj Mbr Statusz County Lvl2 Ly~
BO0O013103C028 K258 MOMEA0733-063-P21.CEPEND Co53 04 43
E0O014646C01 M188 STPS5155(128)A1000155 ACTY 04 LE]
BOO0T 0 NH-5 TP-5401(371)/RDD[ACTY |
Co0000054C02 s018 MH-095-2(419)/0095029 ACTY 0& 47 S CrOH
Coo0s01 21Cm T MH-095-2[467)/0095029 ACTY 0& 47 B
CO0056087k01 TN WOME/DB42076332 FEND 0 48 ar
4 »
1] | Cancel |
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7. Review funding records on the Contract Funding screen. Modify as necessary. Note: If you

deleted a State Forces Category, you will need to delete the funding here, also.

To delete the funding, select the funding record and click on the delete icon =F

ﬂ Contract Funding

Contract |D: CO0070604k01

NDING AGEMCIES 1 20

Contract 1D Project Category Line ltem  Funding Funding Source Description Priority Source Partici-
Humb Humb Numb Source Code Order pation Percent
CO0070604k01 00070604MO1 0100 i FECERAL FUNDING 1 20

TE FORCES I

Project Number: 0007060401

Funding Source Code: 5100 Funding Source Deseription: [5100-100% STATE FORCES
Category Humber: W Source Participation Percent: IW Priority Order: l_‘l
Line ltem Number: ’— Combine: ’m
Local Agreement Nbr: @ ) Propozal Nurn
State Proj Nbr: | @ Nore
State Accounting Code: ’7 Related Item: l—
State Funding Code: ’7 Propozal Line Nbr: l—

Original Cap Amt: oon Prev Estimates Amt Uzed: oon
Current Cap Amt: 0.0a Current E stimate Amt Used: 0.ao

A message window appears verifying the delete. Click the appropriate response.

AASHTO SiteManager |

@ Do wou wish to delete this Contract Funding?

Yes

Click on Save =
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8. The State Accounting Code field should contain the Customer ID. Verify Customer ID by looking
at ‘State Accounting Code’. If a Customer ID is required, but it does not exist in this field, use the
following instructions to add. Click on the State Accounting Code and enter the correct code.
Codes are required for Third-party (i.e. localities, cities, towns, counties, utilities) and Federal
Funding and for all non-state, non-revenue sharing funds. The correct Customer can be obtained by
contacting Central Office Fiscal Division, reviewing the LAS Detailed Estimate, and/or by looking up
the code in FMS. Go into FMSII and find the customer to obtain the Customer ID.

FaAsHTO siteManager
File Edit Services ‘Window Help

EREE DS g E e
ﬂtontract Funding

Contract 1D: ISDDDEBBB1 co

Contract ID  Project Humber Category Line ltem Funding Source Code Priority Source Partic ~
Humber Mumber Order pation Percel
SO0056361C01  |0ODS6361CO1T (0001 | [FEDER&L PARTICIPATION

S00056361C01 00056361C01 0o S400-5TATE COMTRUCTIOM FURT 20
S00056381C01 00056361C01 0999 FEDERAL PARTICIPATION 1 a0 -
| | »
Project Humber: |00056361C01 Funding Source Code: FEDERAL PARTICIFATION -
Category Humber: IDDD1 Source Participation Pemenl:l 20 Priority Uldel:l 1
Line Item Number: I— Combine: | (73| ke ltem Code
Local Agreement Mhbr: ) Proposal Mum
o L - n £ {® Hone

State Accounting Code =
Customer ID

Related Item: |

|UDUEEUU2

State Accounting Code:

areee Proposal Line Nhl:l
Original Cap Aml:l 0.00 Prev Estimates Amt Used: 27054838
Current Cap Aml:l 0.00 Current Estimate Amt Used: 233063.85

9. Click on Save E
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A.2.j. Contract Approval Authority

1. Log in to SiteManager

SiteManager Logon

Trmsport

QEiitEMr:magl:_-r‘

Construction Management Software

User ID:IHIKFHDD1
Paszsword: ||—
Connect to: lm
LLogon I Change Password | Cloze |

2. At the Available Groups window, select Group ID “CDCO” (Scheduling and Contract Division
Contract Admin) and click OK.

Available Groups for RIKFHOO1

Grp Id Group Name -

P Froject banager

Proj Eng Froject Engineer

FRez Engr  |Residency Construction Engineer

Dist Eng Diiztrict Canztruction Engineer

DA, Diztrict Contract Adrministrator
CDOCOo Conztuction Divizion Contract ddmin

Select the Group for the session.

3. At the main panel, double-click on Contractor Payments.

I zin Panel T Contract Administration|+] T Contract Records(+)

&« E 5 S m P

Contract D aily "wiark Fipeline and Change Civil Rights[+]  Accessaries(+)
Administration[+]  Feparts(+] Zip[+) Orders(+)
1,
Syztem M anuals(+]

Adminiztration[+]

4. The Contract Payments panel appears. Double-click on Reference Tables.

ESiteManager Panel

Contractor Payments(+] T

=

E stimate[+] Contract Mileztone Reports [CP+]
Adjuztmentz+]  Adjustmenta(+]

Mijgst;
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5. Double-click on Contractor Payment Approval Levels.

FisiteManager Panel

| bain Panel T Reference Tables [CP+] ]:

2]

Price Adjuztment Contract
Maintenance  Discrepancy
Options

6. The Approval Levels window opens with contract information populated within the window.

=

If the contract you need is not listed in the Contract ID box, click on the Open folder icon

Enpproval Levels

Contract 1D: EEIEIEH BE7ENOT [0.873 M1 GRADE, DRAIN., ASF. 5.T. PAVE. & BR.

Estimate Type: IPIDg[eSS 'l [~ Use System Defaults

Level Description
Number User Group
1 |F‘miect b anager
| Project Manager ;I
2 |F‘roiect Engineer
|Project Engineer ~|
3 [Fiesident Engineer
| Resident Enginesr =l
4 |District Contract Adminis
ontract Administrator

Double-click on the appropriate contract or select contract and click OK.

x

— € alech

@ Contract |

Find: |
— Contract

Contract ID Vendor ID Fed 5tate Proj Nbr Status County Lvl2 Lvl3 Lvl4 Loca~
A0002336M 01 R14a MOME /DE25056157M07 PEND CO5E 07 45 RTE. 607
40005731401 R14a MOME/DES0039P5E  ACTY C033 07 43 FR: RTE. 810 TO:

NONE /PM-7C-00 ACTY Coge 07 45 RESIDENCY WIDE
e s | [FRRTE 732
STP-082-8(015)/0721 DEACTY Cogz 02 64 FROM.0.3 KM E R
EME0ZBADEPEIS  LOOS MOME /BF-8D-02 FEND =] e o2 DISTRICT-WIDE

=

3
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7. Verify that the correct approval levels are listed for each estimate type. Once the appropriate contract
is selected, click the drop-down arrow in the Estimate Type field. Click on the desired choice to
select: Progress, Supplemental or Final Estimate. Then, click on the Use System Defaults check
box.

Contract ID: [50007E57EH01 |0.573 MI. GRADE, DRAIN., A5F. 5.T. PAVE. & BR.
stimate Type: IProgress YI [~ Use System Defaults
B ——

Level Description
Number User Group
1 |F'l0iect danager
|Praiect Manager ~|
2 |F'l0iect Engineer
|Praiect Enginger ~|
3 |H ezident Engineer
|Flesident Engineer -
4 [District Contract Admiris
Ciisinck Confract Sz o

8. After the user clicks on the Use System Defaults check box, an Approval Levels dialogue box
opens and asks, “Use Systems Default?”. Click on “Yes” to automatically populate the information.
Or, see Step 9 below.

Approval Levels S

@ Use Systems Default?
w ho |
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9. Instead of using system defaults, select the current entry and desired text description. In the User
Group drop-down list, click the arrow to the right of the current selection and select the desired

choice.

Contract 1D: |5lJDD‘I ES7EMO

E Approval Levels

|D.8?3 M. GRADE, DRAIM.. ASP. 5.T. PAVE. & BF

Estimate Type: I Frogress - I I~ Use System Defaults
Level Description
Number Uszer Group
1 |F'r0iec:t M anager
Project M anager
2 Project Manager
FrojEng  Project Engineer
RE Fiezident Engineer
3 Fies Engr  Residency Construction Engineer
StADMIM Siteld anager Administrator
SMEATCHS itebManager Batch Group
4 e al

| District Contract Administrator LI

10. Click on the Save icon =

and exit to the main panel.

11. Repeat Steps 7 through 10 for Supplemental and Final.
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B. District Contract Administrator

B. 1. Contract Initialization for DCA

NOTE: Ensure that you have received notification from SCD, prior to performing the DCA

initialization.

Note: There are certain required fields for saving the contract data; therefore, you must do Steps

1-15 before saving. Only save when prompted to save.

1. Log in to SiteManager. At the Available Groups window, select Group ID “DCA” and click OK.

SiteManager Logon

Trns port

QSiteManager“

Construction Managemenst Software

User ID: |RIKFHOOT

Pagsword: ||

Connect tu:lsgwg, -
Logon I Change Password | Close |

2. At the Available Groups window, select Group ID “DCA” and click OK.

Available Groups for RIKFHOO 1

Grp Id Group Hame |A
SHADMIMN  |Sitebdanager Administrator
Pk Project Manager

Froj Eng Project Engineer

Fies Engr  |Residency Construction Engineer

Digt Eng Diistrict Construction Engineer

Digtrict Contract dministrator

Select the Group for the session.

3. At the main panel, double-click on Contract Administration.

x
Main Panel r Contract Administration]+] ]
5 ¥ © m B[
5 51

Daily Wwéork. Pipeline and Contractor Change Civil Rights[+] Accessories(+]
Feports(+] Zipl+] Payments[+] Orders(+]

4. Double-click on the Contract Records.

| Iain Panel T Contract Administration(+] T Contract Records(+]
i @ ¢
Reference Contractor Reports [CA+]  Process List
Tables(Ch+] M anagement(+]
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5. Double-click on Contracts.

P siteManager Panel

z| 9

Force Accounts Dizgputes/Claims D55 Contracts

Design
Evaluation

Main Fanel T Contract Administration+] T Contract Records(+]
O & &
i & <
m Projects Categories Items Cantract Contract
Funding Authority
& H B i
& T
Kep Dates Checklist Checklist Event Permits Corespondence Flan Stockpied
Scheduled Dates Log Discrepancies Materialz
Events

to open a Contract.

6. Click on the O‘ en folder icon | i
P AASHTO SiteManager

File Edit Services mﬂelp

LA S TR

'Dest:liption “ Locatian Payment Data * Critical Dates PFrimary Frime " DEE Commit Training Flan )
Personnel Contractar
Contract ID: NN Fed SUPrPiNbe: [
Slalu::lm Primary PCM: lﬁ
Disllict:m Residency: m e Fe';‘;'::"g
Progress Sched:l x| ¥ariance Pct I_UD £ State/Province |
Desc:| " Both
Time Chalges:lﬁ Bid Days: l— Bid Amt: I—M
Contract Type: m [~ Fed Oversight
Work Type:lm [ Local Dversight Proposal Fund Type: I—
Spec Yl:l— Unit System: I—;I Suppl Spec Bk Yr: I— Al ID:I—
Wage Wage Decision ID Wage Decision Description Geml Wg Dcsn 1D
Decision:

7. Click on a Contract Id and click OK to open a contract or double-click on a Contract Id.
ESelect Conkract

— Selection

x|

Contract 1D |

Find: |
— Contract 1D

(1] | Cancell

Vendor ID Fed State Proj Nbr Status Countpy Lvl2 Ly~
B728 ___|BR5132(106/0011132y 08 |
E00S MH-968-8(020) /M5 19BE ACTY C3e8 08 0z
500057435C02 B319 MH-084-1(109)AF0)0054 FEND Cooz 08 50
5MB02PHI39529 A008 MOME /PMBI02 ACTY cos 08 50
SMBO2TPASYS17 4231 MOME/TPBADZ PEND C368 08 0z
SMBO2TPESYS17 4231 MOME/TPBEDZ2 PEND 08 0z
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8. Verify all fields on the Description folder tab.

Important Note: Make sure the Primary PCN is correct. It should be an existing available
PCN on the contract.

FaasHTO siteManager
File Edit Services ‘window Help

EEREE DES g e

E Projects
Description i Counties

Adjustment [ndices

Contract ID: IEDDU'I BE27C30
roject Nbr: |DUD'I1B?SB13 State Prj Nbr:

) Description: [119-115 CONT. COMP. STEEL FLATE GIRDER SPANS Spec Y- [1534
Verify Deseription: [20-0" FACE 10 FACE OF CLURES Unit Sys: [Engich
Status: |CDNSTHUCTIUN (ST | [ Complete Auth Pay Limit: |$EI.DIJ

9. Click on the Location folder tab. Verify the Contract County.

P AAsHTO siteManager
File Edit 3Services Window Help

Emezrsssmcne g

Etontracts
“Desciiption ~ Location ~PaymentData * Cilical Dates © Primay | Fime  DBE Commit * Training Plan
Personnel Contractar
Contract |D: [BO00TEEZ7C20 =
Location:
|T0: 0.417 M1 M. OF RTE. 606
Beg Sta Mbr: I‘I 3782 Beg Termini: IUZS Route Mbr: [RO00
End Sta Nbr: |511+DD.UU End Termini: INFD Highway Nbr:
Road System: | FRIMARY VI Highway Type: |45PHALT COMCRETE vl P
Town: | >
4 | »
Contract County Primary County
Verifv

NOTE: Only 1 county should be checked at Primary County and this Primary County should

be the same as the City/County that is listed in the field above. If they are not the same, validate
and correct.

Click Payment Data folder tab. Enter Generate Estl Day (enter a 3, 10 or 19).

Note: When generating estimates, this automatically populates the end date
for the estimate.

P aASHTO SiteManager

File Edit Services Window Help

ENE? DSy EODwE

7 Description ~ Lasati aymen ~Gtical Dates © Primary Prime: ¥
Data Perzonnel

Contractor
- B 00016E27C30 Curmrent Contract Amt: I $18,598,129.98
Generate Estl Day: I_ ract Limit Amt: $.00 Liquidated Dam Rate Aml:l $.00
Generate Est2 Day: I Contract Limit Pct: .oa [~ Auto Liquidated D am

[ Fuel Adjustment Ind
RETAINAGE

| [ Securities Allowed | Retain Stkpiled Ind [v Unlimited Ezcrow  Max Ezcrow Aml:l $.00 ‘

-
FRetainage Changes:

Work Compl Basis Effect Date Pct Pct Base Max Pct  Max Amt
OFiK PER PEFIORE| 05/11/01 | S00BID AMT

Lump Amt Trgr Pct Trar Base

250 soil 400 .00 CURRENTRA] |
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10. DO NOT ENTER Liquidated Damages Rate Amount if the standard rate applies to contract.

This field will be automatically populated during contract activation. (Uncheck Auto Liquidated
Damages if checked.) If it is non-standard rate, type it in as needed.

Check the Retainage record. If no change is necessary, skip to Step 23. A retainage record is required

even if it is zero.

Note: If you accidentally create a new retainage record and didn’t want it, you may get an error
message that the last estimate period end date is greater than this retainage effective date.
Delete is not allowed because 00/00/00 comes up in the new record automatically. IF YOU
ENTER A VALID DATE AND TAB OUT OF THE FIELD, THEN DATE EDIT IS VALID
AND YOU CAN THEN DELETE THE RECORD.

11. In the Retainage Changes area, click the Work Compl Basis field.

ﬂ Contracts

" Description

Lacatian

Ciitical Dates

Payment Data ~

" DBE Commit " Training Plan

Contract ID: [COO070504M01
Generate Est1 Dayp: m

Contract Limit Amt:

%00

Generate Est2 Day: ’7 Contract Limit Pct: 0o [ Auto Liguidated Dam
[+ Fuel Adjmnt Ind
RETAINAGE.

Current Contract Amt: $622,886.50
Liquidated Dam Rate Amt: $.00

[~ Securities Allowed

=

Retain Stkpiled Ind

[+ Unlimited E scrow

Max Escrow Amt: $.00 |

Retaipas

Work Compl Basis
“WORK PER PERIOD

Effect Date

Pct

12/11/09

Pct Base  Max Pct

Max Amt

|__odeadr & od g0 500 00 CURRENTAEE |

Lump Amt  Trgr Pct  Trgr Base

12. In the Work Compl Basis drop-down list, click the drop-down arrow to the right of the current

selection and click the Work ﬁer ﬁeriod method for calculatinﬁ Retainage.

" Description Location

Ciitical Dates

Payment Data ~

" DBE Commit Training Plan

Contract ID: [COO070504M01
Generate Est1 Dayp: m

Contract Limit Amt:

%00

Generate Est2 Day: ’7 Contract Limit Pct: 0o [ Auto Liguidated Dam
[+ Fuel Adjmnt Ind
RETAINAGE.

Current Contract Amt: $622,886.50
Liquidated Dam Rate Amt: $.00

[~ Securities Allowed

=

Retain Stkpiled Ind

[+ Unlimited E scrow

Max Escrow Amt: $.00 |

Retainage Changes:

Work Compl Basis

Pct

Pct Base  Max Pct

Max Amt

Lump Amt  Trgr Pct  Trgr Base

Effect Date
12/11/09

|__odeadr & od g0 500 00 CURRENTAEE |

WORE PER PERIOD

OREK M PLACE
ORK PER PERIOD

ORE REMAIMING

4] |

13. Press the Tab key on your keyboard. Note: Pressing the Tab key in this module will properly

Save the information entered.
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14. In the Effect Date field, select the current entry and type the effective date (Execution Date) of

Retainage. After entering the effective date, press the Tab key on your keyboard.

Eile Edit Services wWindow Help
| E | DS i | e

* Description 7 Loeation Payment ° Critical Dates T Prirmary Prirme " DBE Cammit ~ Training Plan ]
ata Personnel Contractor
Contract ID: IEUUU‘I BE27C30 Current Contract Amt: I $18.,598,129.98
Generate Est1 Day: m Contract Limit Aml:l 400 Liguidated Dam Rate Amt: I $1.400.00
Generate Est2 Day: I_ Contract Limit Pcl:l oo [ Auto Liquidated Dam
¥ Price Adimnt Ind
RETAINAGE

[ Secwities Allowed [ Betain Stkpiled Ind ¥ Unlimited Escrow Max Escrow Amt: .00 ‘

Retainage Changes:

“Work Compl Basis Effect Date Pct Pct Base Max Pct Max Amt Lump Amt Tigr Pct Trgr Base

1 onvz0/03 [

t

15. In the Pct field, select the current entry and type the Retainage percent, either ‘0’, if no retainage

or ‘5.0” if retainage is to be applied.
I AASHTO SiteManager

Elle Edit Services ‘Window Help
TR

-

WORK PER PERIO » |  09/09/02 5.00[BID AMT = .0o $.00 3.00 00| hd

WORK PER PERIO | 0B/11/02 00| d .00 $.00  $147.302.80 00| d

‘WiORK PER PERIO = | 0E/03/02 00| > uli} $.00 $-300.00 00| hd

WORK PER PERIO 12/27/93 5.00/BID AMT 250 $.00 $.00 O0(BID AT~ -
=

“ Descriplion  Location Payment ° Cilical Dates © Primary Fime  DBE Commi ° Training Flan
ata Personnel Contractor
Contract 1D: |[B00016627C30 Current Contract Amt: $18.508.129.98
Generate Est1 Day: m Contract Limit Amt: $00 Liquidated Dam Rate Aml:l $1.400.00
Generate Est? Day: | Contract Limit Pct: ] [~ Auto Liquidated Dam
¥ Price Adjmnt Ind
RETAINAGE

[~ Secuities Allowed [ Retain Stkpiled Ind [ Unlimited Escrom  Max Escrow Aml:l .00 |

Retainage Changes:

Work Compl Basis Effect Date Pct Pct Base Max Pct  Max Amt Lump Amt Trgr Pct Trgr Base

'wORK PER PERIO » |  09/09/02 S.00[BID AMT  » .00 $.00 $.00 g x
'wORK PER PERIO » |  06/11/02 .00 x .00 $.00  $147.302.90 g x
'wORK PEFR PERIO ~ |  06/09/02 .00 > .00 $.00 $-300.00 g hd
12/27/99 5.00[BID AMT — + 250 $.00 $.00 00/ BID AMT =

03 a0 -
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16. In the Pct Base drop-down list, click the drop-down arrow to the right of the current selection

and click the Bid Amount. Press the Tab key to properly save the information.

FIAASHTO SiteManager
File Edt Services Window Help

TR

7 Description  Location  Payment  Ciilical Dates ©

Primary ~_ Prime  DBE Commit " Training Plan |
Data Personnel Contractor
Contract ID: IBUUEH EEZ7C30 Current Contract Amt: $18,598,129.98
Generate Est1 Day: m Contract Limit Amt: $.00 Ligquidated Dam Rate Amt: 41.400.00
Generate Est2 Day: [ Contract Limit Pet: [ [~ Auto Liguidated Dam
¥ Price Adimnt Ind
RETAINAGE

I~ Secusities Allowed [ Hetain Stkpiled Ind ¥ Unlimited Escrow ~ Max Escrow Amt: $.00 |

Retainage Changes:

‘Work Compl Basis Effect Date  Pct Pct Base Max Pct  Max Amt Lump Amt Trgr Pct Tigr Base

‘wORK PER PERIO ~| 09/09/02 5.00(BID AMT = oo $.00 $.00 o) -
‘wORK PER PERIO »| 06/11/02 00| > oo $00  $14730250 00| -
wORK PER PERIO x|  06/09/02 .oo| x oo £.00 $-300.00 o) hd
wORK PER PERIO »| 12/27/99 5.00(BID AMT - 250 $.00 $.00 O0[BID ST =
01. BID AMT = -

URRENT &k

17. In the Max Pct field, select the current entry and type the maximum Retainage amount allowed
(i.e., ‘0’ if no retainage; ‘2.5 if retainage). Press the Tab key on your keyboard.

A AASHTO SiteManager

File Edit Services Window Help

|omr2nssyE[o0E

“ Description ~ Location Payment “Critcal Dates Primary PFrime “ DBE Commit * Training Plan
ata Personnel Cantractar
Contract ID: |[BO0016627C30 Current Contract Amt: $18.538129.98
Generate Est1 Day: m Contract Limit Amt: $.00  Liquidated Dam Rate Amt: $1.400.00
Generate Est2 Day: I_ Contract Limit Pct: (i1} [~ Auto Liquidated Dam

RETAINAGE ¥ Price Adjmnt Ind

[ Securities Allowed [~ Betain Stkpiled Ind W Unlimited Escrow  Max Escrow Amt: $.00 |

Retainage Changes:

Work Compl Basiz Effect Date Pct Pct Base Max Pct Max Amt

Lump Amt Trgr Pct Trgr Base
‘wORK PER PERIO | 09/03/02 5.00/BID AMT 0o $.00 $.00 .00 -
WwORK PER PERIO ~| 06/11/02 00l > 0o $00  $147.302.90 a0 hd
‘wORK PER PERIO |  06/03/02 il > 0o $.00 $-300.00 .00 -
WORK PER PERIO « | 12/27/39 5.00BI0 AMT 250 $.00 $.00 00|BID AMT

18. In the Max Amt field, select the current entry and type the maximum Retainage amount allowed (0):

Retainage Changes:

Work Compl Basiz Effect Date Pct Pct Base Max Pct Max Amt Lump Amt Trgr Pct Trgr Base
WORK PER PERIO | 09/03/02 5.00[BID AMT = .o $.00 $.00 00| -
WORK PER PERIO = | 06/11/02 .onj bl i} $00  $147.302.90 00| bl
‘WORK PER PERIO - | 0B/05/02 .onj - i} $.00 $-300.00 00| -
WORK PER PERIO = | 12/27/99 5.00[BID AMT _ ~ 250 $.00 $.00 .00/ BID AMT

01

-

19. In the Lump Amt field, select the current entry and type the lump sum amount of Retainage.
Press the Tab key.

Retainage Changes:

Work Compl Basiz Effect Date Pct Pct Baze Max Pct Max Amt Lump Amt Trgr Pct Trgr Basze
‘wORK PER PERIO ~| 09/09/02 5.00[BID AMT = i} $.00 $.00 .00 -
‘WORK PER PERID ~| 0B/11/02 .00 - i} $.00  $147.302.90 .00 -
WwORK PER PERIO ~| 06/09/02 .00 - i} $.00 $-300.00 .00 -

12/27/93 5.00/B - 250 $.00 $.00 .00/ BID AMT =

01
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20. In the Trgr Pct field, select the current entry and type the trigger percentage (Trigger Percentage
is the percentage of Contract completion at which the Retainage change is to occur).
Press the Tab key to complete the entry

Retainage Changes:

Work Compl Basiz Effect Date Pct Pct Base Max Pct Max Amt Lump Amt Trgr Pct Trgr Baze

WORKPER PERIO<] 09/08/02  SO0EDAMT <] .00 $.00 $00 0 -
WORK PER PERIO <] 06/11/02 R -] .o $00 $14730290 .00 -
WORK PER PERID <] (06/03/02 R -] .o $00  $30000 .00 -
12/27/99 500 250 $.00 $00  OOBIDAMT ~

3| o1/20/03 I o L

21. In the Trgr Base drop-down list, click the expand arrow to the right of the current selection and

select the appropriate entry. Click on Save =Z.

Retainage Changes:

Work Compl Basiz Effect Date Pct Pct Base Max Pct Max Amt Lump Amt Trgr Pct Trgr Baze

“WORK FER FERIO v |  09/09/02 500[EID AMT__~ o0 $.00 $.00 .00 -
“WIORK FER FERIO |  06/11/02 il - o0 $00  $147.302.90 .00 -
[+ORK FER FERIO ~| 06/09/02 il - il $.00 $-300.00 0| -
[WORK.PER PERIO ~| 12/27/33 500[EID AMT _~ 250 $.00 $.00 O0[EID AMT =

01/20/03 -

BID ZMT
CURRENT &

Note: If a Retainage record is effective when an estimate is generated, the retainage cannot
be deleted. The user cannot delete a Retainage record when:
» The Retainage Effective Date is less than or equal to the current date, and an estimate has
been generated.

» The Estimate Generate date is greater than or equal to the Retainage Effective Date.

22. Go to Critical Dates tab and verify Letting, Award and Execution dates. Verify Original
Completion Date for Fixed Date Contracts only.— Delete and re-pass contract if incorrect.

IMPORTANT: Do not enter the Time Charges Start date until after activating the contract,

or an error will occur during activation. Time Charges Start date must be blank when activating
the contract.
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1 AASHTO SiteManager

File Edit Services ‘Window Help

eeel] . RS = & fiz

E Contracts
Description Location * Payment Data * Critical Dates Primary Personnel * Prime Conbiactor ~ DBE Commit © Training Plan
Contract ID- |200018837C01
Critical Date Description Actual Date Required to Activate Required to Finalize ~

Award Date: 11416/04 Y N
Signed Date 0400400 H N Use Scroll Bar to
Execution Date 1211704 g M SCI‘OH through the
Time Charges Start D ate mA7/0s M M .
Price Adjustments Base Date 10/20/04 H H various dates.
Checked Out to Field Date 12/15/05 M M
“wiork Begin Date 02/02/05 M M
Contractor Bankiuptey Date 00/00/00 N N
Contractor Default Date 00/00/00 N N
Open to Traffic Date 000000 M M —
Substantial ‘Work Complete Date 00/00/00 M M
Physical Work Complete Date 00/00/00 N N
e B e e I T .

Critical Date Description: |Drigma\ Completion Date

Actual Dccunrence Date: ,W [ Required to Activate [ Required to Finalize

Distribution List: | Recipient ID: ,7
Message Text: |

23. Click on the Primary Personnel folder tab.

FIAASHTO SiteManager

File Edit Services ‘Wwindow Help

Ry 2 nssy@|c 0w

Frime:
Contractor

Location "F‘aymentData " Critical Dates [

" Descriptian -

Primary
Personnel

“"DBE Commit Training Plan

Contract ID: [FU00T6627C30 ~

Project Manager: lJlm Walkh

Project Engineer: |CUJHWUU1 lJanet Weigand

Contract Designer: [B026

Contract Created By: [SYSTEM

24.

Right-click on the Project Manager to search for the Project Manager name. Select a name

and then click OK, or double-click the name. The Project Manager ID and name will appear in
the Project Manager Field. The Project Manager’s name is the one that will appear on the
estimate as electronic approval. Note: Primary Personnel information can be edited.

P aASHTO SiteManager
File Edit Services ‘Window Help

ELE AT R eE T

—_——— e ————— —— ———— —

* Description Location "'F'a_l,lmentData * Critic Primary
Search L=
Contract ID: [RO001BE270 —Sp=mmrs o =
Project Manager: Ii
I
Project Engineer: [COIHwWODT

Fimd
Contract Designer: IBD2B

Sort:
Contract Created By: ISYSTEM

——Mahfinabtinn B

Shiow Filter/ Sork

Uszer Id
CURLCO0T |Roger Clatterbuck.
HRENDCOO Micole Chapman
FRCMCO0 [Mac Creech
STJESOOT Hudy Sheets
CUMWCO0 Mike Coffey

User Hame |
-

HRJELDO

oe Lomax

COJHW OO L anet \Weigand
COSKGOO [Sarjay Garg

Cancel |
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E Contracts

* Description " Location "-F'a_l,lmentData “ Critical Dates Primary Prime “ DEE Commit
Perzonnel Contractor

Contract |D: |BO001EEZ7C30
Project Manager: COJTW001 | Him Walsh
Project Engineer: [COJHw001 Hanet weigand
Contract Designer: |BD2E
Contract Created By: ISYSTEM

25. Follow the same procedure as noted in Step 25 to enter the Project Engineer. Right-click,
search, and select the name for the Project Engineer.

 Description " Location "-F'a_l,lmentData “ Critical Dates Primary Frime “ DEE Commit
Personnel Contractar

Contract ID: |BO0O1EEZ7C30
Project Manager: B:DJTWDD'I |Jim Walsh
ﬁ Project Engineer: |EDJHWDD1 |Janet\-\-"eigand
Contract Designer: |BD2E
Contract Created By: |SYSTEM

26. Click on the Prime Contractor folder tab. Review Prime Associates.

P AnSHTO SiteManager

File Edit Services ‘Window Help

| e 2|0 e || oS

" Descrption | Location - Payment Data © Critical Dates © Primary Prime ""N)BE Commit © Training Plan
Personnel Contractor

Contract ID: [B00016627C30
Current Prime: [M031

IMDDHE BROTHERS COMPAMY. INCORPORA™ [ Joint Venture

Pagroll
ﬁ_ Hequired  Freq in Weeks: [0

Max Subcontract Pct: 0,00 I~ Subcontractors Paid
Bankruptcy Date: [00/00/00 Bankruptcy Type Desc: [Spaces
D
[ Indicator  Reason: [Spaces Date: [00/00/00
Original Prime Contractor: | I
Prime Contacts: ’ Contact Name Contact Type User Id
Prime Associates: = =
Assoc Yendor ID Associate Short Hame Associate Type =
FIRST LINION NATL BK
5780 BARBARA SCRUGES IrsLrance

1=

Enter the information in the Payroll group box. If the Required check box is marked, Frequency
In Weeks must be entered (Enter a 1). Click on the Save icon =

NOTE: Maximum Subcontract Percent is defaulted to 70%. May need to change later

if there are substantial work orders that cause current contract value to need more
than 70% of work.

“ Desciipion  Location - PaymentData ™ Ciitical Dates ~_Primay ~_ Prime  DBE Commit * Traiing Plan
Personnel Contractor
Contract ID: [BOODTEE27C30
Current Prime: [t031 [MOORE BROTHERS COMPANY, INCORFORA" [ Joint Yenture
Payragl
M Freq in Weeks: la_Ll Max Subcontract Pct: | £5.00 Subcontractors Paid
m—;—n e [00/00/00 Bankruptcy Type Desc:
Defaulted
[~ Indicater  Reason: [Spaces Date: [00/00/00
’7l:lliginal Prime Contractor: | |
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27. If address changes for payment, send paper copy of the address change to Scheduling and
Contracts Division, to Contract Administration.

28. Click on the Description Tab and then click on the Generic Fields icon .
File Edit Services indow Help /\

Zle? De va @ |

‘Description ~  Location  Payment Data ™ Critical Dates nF'rimaryl

" Prime " DBE Commit * Training Plan

Verify required information in Financial Prefix and Suffix, Retainage Number, Renewable
Contract, Bond Type, Payee ID, Estimate Status (Choose Progress Estimate), Federal
Project Number, Field Office Phone #, Field Office Fax # and Consultant Firm name

(if applicable). Verify Federal Project Number field (Should have NONE, if there is no
federal project number or the Federal Project Number-field shouldn’t ever be blank).

Enter any fields that are missing and click on the Generic fields icon to close. Click on Save icon =

Contract Generic Fields

Contract ID: A00013105C01E Call Order Number: [3E-RSSS
Schedule Last Updated: | 11/03/06 Financial Prefix And Suffix: |E/00
Retainage Mumber: [54701 Renewable Contiact Y/N: [N

Bond Type: [EOTH P4MENT AND PERFORMANCE v | Conversion Flag: [T |

Payee Id: | Contractor A Time Performance Contiact Y/N: ¢

Curmrent Prior Balance Due: 0.00 Conversion Date: | 00/00/00
Stim Fund: Estimate Status: |Final Estimate hd
Envil | Compli R ing Y/N: [

Federal Prj Nbr: [STP-5401(522)

Comment Site: |

Field Office Ph. #: |000-000-0000
Field Oifice Fax #: |000-000-0000

Consultant Firm Name: |

29. Click on Contract records tab. Double-click on Projects.

ESiteManager Panel

T Contract Administration[+] Contract Records(+)

I g

_

Cantracts Milestones Praojects Categories Itemsz Contract Contract
e Avitheribn

Click on the Open folder icon E' Select a contract and double-click on a Project Nbr.

ﬂSelect Contract Project x|

— Calach

Contract D | EO0016627C30
Project Mbr |

Find :
— Project Nbr

PCNH Fed State/Prov Prj Hbr
00011679813 MH-540 /RO00029249 S
00011673C21 MH-5401(372)/R 000023243 0.231 MI. GRADE, DRAIM., A5F. PAVE. RETAIN. 5TR., 514
00016627688 MH-5TP-5401(371)/R000029243  127-156-127 FT. STEEL PLATE GIRDER SPANS
00016627C30 MWH-STP-5401(371)/R000029249  0.761 MI. GRADE. DRAIN., ASP. PAVE., SIGNS, SIGMALS,

Description

00016627730 NH-3TP-5401(371)/R000029243  0.761 MI. GRADE, DRAIN., ASP. PAVE . SIGNS, SIGHNALS,

oK | Cancell
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Verify the Project information.

D escription ST Counties ¢ Adustment Indices
Contract ID: |BO001EE627C30
Project Mbr: [000T1679E1%  Fed St Prj Nbr: [NH-5401(372)/R000029249 Alt Prj ID: |
Descriptiol 1 T EEL P | SpecYr:[1334
Description: [20-0" FACE T0 FALE OF CURES Unit Sys: [English
Status: [COMSTRUCTION (157 =] [ Complete Auth Pap Limit: [§390.523.47
I Release Retainage Acct Pri Mbr: I—
Fri Type: Im work Type: Im Surface Type: Ih
Route Nbr: [RO00 Sect Nbr: |249— Road System: lm
Road Name: [FAIRFAX COUNTY FARKWEY
Location: [ & 0.0 TRAIL OVER FAIRF&X COLNTY PARKWAT Engr Pct: [.0000
Location: [[0.1 M. M. OF SUNSET HILLS RO “work Site: [SUEURES =]
Beg Sta: W Beg Termini: ID2EI— Latitude: IW
End Sta: IW End T ermini: INFD— Longitude: W

31. Click on the ‘Counties’ tab and Verifz the Count;.
I aaSHTO SiteManager

Fle Edit Services Window Help

=R

Project Nbr: |00071679813 Fed State Project Nbr:  [NH-5401(372)/R000029249
Descnplion: [115115' CONT. COMP. STEEL PLATE GIRDER SPANS 200 FACE TO FACE OF CURES
Location: fw. & 0.0. TRAIL OVER FAIRFAR COUNTY PARKwAY (0.1 MI. N. OF SUNSET HILLS RD.)

Description Adjustment Indices

Contract ID: |BO00TEEZ7C20

Available Counties Project County Proj Len % —

Add|->

Add Al 5>

d

32. Now click on the Adjustment Indices folder tab and verify if the fuel adjustment indices are present
if used in this contract.
EPrnjetts
'Wv Counties
Contract 1D: IW

Project Nbr: |DDD11B?BB13 Fed State Project Nbr:  [NH-5401[372)/R 000023243
Description: 113115 CONT. COMP. STEEL PLATE GIRDER SP&NS 200" FACE TO FACE OF CURBS
Location: fw. & 0.0. TRAIL OVER FAIRFAX COUNTY PARKWAY [0.1 MI. M. OF SUNSET HILLS RD.)

Indx Type  Ayailable Price Indices > Indz Type  Project Pay Adimnt Indices
FOag FUEL 020 GAL/TON

F14E FUEL 029 GAL/CY
F2ah FUEL 1.44 L/CU M
F201 FLEL 1 44 L/CL M Add All -»> | F241 FUEL 1.44 LACU M

F211 FUEL 1.44 L/CU M
<- Remove
F213 —I

FUEL 1.44 L/CU M
F218 FUUEL 1.44 L/CU M <<- Rem A!ll
4 |
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33. Click on the Description Tab and Click on the Generic Fields icon

P ansHTO SiteManager

File Edit 3Zervices window Help

JJ.HM_+@|D ;“Iénms)
Counties © Adjustment [ndices

Contract ID: |BO00TEEZ7C30

Project Nbi: [O0011679813  State Prj Nbr: g i Al Pri ID:I

Description: [113-119 CONT. COMP. STEEL PLATE GIRDER SPANS Spec Yr:[1934

Description: [20-0" FACE TO FACE OF CURBS Unit Sys: [Ergish
Status: [CONSTRUCTION (15T »| [/ Complete Auth Pay Limit: [t000 |

—_— - . —_ . —————

34. Verity FHWA 534, UPC Number, Federal Project Number, Object Code and the Project
Job/Crew. If missing, contact Scheduling and Contract Division. Add BIDDS Project Type and
Stimulus Fund, if applicable to this project.

Object Codes: 1255 — Maintenance Only
2323 — Roads, Landscaping, Utilities, Traffic Signals
2321 — All Bridges and Boxed Culverts (B and D #s)

Generic Fields For Projects

FHwA-534: EIUGNN ¢ Federal Project Mumber: [NONE

UPC Mumber: lm DObject Code: W

Pavement Type: POCC Ad Date: [10/14/08

Lanes Built: [0 Lanes Total: 1
Project Job/Crew: |BE12 BRIDGE PROJECT | Stim Fund:

BIDDS Project Type: |[MEC] Mew Bridge Construction x|

FIELK!
35. Click on Generic Fields ** to close the generic window.

36. Click on Save E and close the window.

37. Repeat steps 29-37 for each PCN.

B.2. Add Notice to Proceed in Key Dates

Notice to Proceed is a Default Key Date and is required to be entered before any contract can be
activated. However, if the NTP is a date beyond the date in which a DCA is trying to activate the
contract, a warning message will be displayed that. “...Actual Key Date is required to Activate...”.
To override this message, the DCA can uncheck the “Required to Activate” indicator, enter the
projected date, then the actual date in order to activate the contract.
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1. From the main panel, double click on Contract Admlnlstratlon

Main Panel Contract Adminigtration[+]
& = i
H (2] m ¥
Daily Yiork Contractor Change Civil Rightz+]  Accessories(+]  Manuals(+)
Reparts[+) Payrients(+] Orders(+]

2. Double Click on Contract Records.

4 SiteManager Panel

Iain Panel T Contract Administration(+] r Contract Records(+]
Reference Contractar Feports [C&+]  Process List
T ables(Ca+] b anagement(+]

3. Double Click on Key Dates

4 SiteManager Panel

b ain Panel Contract Adminiztration]+ Contract Records[+]
= ' ' = .
= ;
Contracts Milestones Projects Categories Items Contract Corntract
Funding Aiuthority
& B B T
&g e 7
Fey Dates Checklist Checklist Event Permitz Correspondence Plan Stockpiled
Scheduled Dates Log Dizcrepancies Materialz

Fuwents

4. Enter the Notice to Proceed Date

If the NTP is a date beyond the date in which a DCA is trying to activate the contract, a warning message
will be displayed that. “...Actual Key Date is required to Activate...”. To override this message, the DCA
can uncheck the “Required to Activate” indicator. Enter the projected date, then the actual date in order
to activate the contract. Enter the projected date, then the actual date in order to activate the contract.

¥ AASHTO SiteManager

File Edit Services Window Help

ERFT D= a-d

ﬂ Key Dates

Contract ID: 500015E11C0B

Key Date Type Projected Actual Required Required
Date Date to Activate to Finalize

Key Date Type: |N0tic:e to Proceed D ate ﬂ

Projected Date: 00/00/00 v Required to Activate
Actual Date: [00/00/00 [~ Required to Finalize

Distribution List: | Recipient: |

Message Text: [Motics to Proceed Date
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B. 3. Contract Milestones

Milestones contain entries for dual date contracts, contract milestones that have incentives
associated with them, and contract milestones that have disincentives associated with them.
If you do not have a dual date contract and you do not have incentives/disincentives, skip
this section. See also Section 5.

Dual Date contracts will be denoted by entering a milestone. Incentives/Disincentives will be
denoted by entering a milestone (substantial completions).

1. Log in to SiteManager. At the Available Groups window, select Group ID “DCA” and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

Trns part Grp Id Group Hame -
SitEMBnagEr = SMADMIN  |Sitetanager Administrator
Construction Management Software P Project Manager
Froj Eng Froject Engineer
User 1D- [RIKFHO0T ResEngr  |Residency Construction Engineer
Dizt Eng Diztrict Conztruction Engineer
Password: ||

Digtrict Contract Adminiztrator

Connect to: ISelvel vl
LLogon I hange Password | Cloze |

Select the Group for the session.

At the Available Groups window, select Group ID “DCA” and click OK. Note: You may need
to scroll down the list to find the DCA listing.

3. At the main panel, double-click on Contract Administration.

x
Main Panel T Cottract Administration]+] ]
ot Draily 'wihork, F'lpellne and Contractor Change Civil Rights[+]  Accessories(+]
Reportz+] Zipl[+] Payments(+] Orders(+]

Double-click on the Contract Records.

ESiteManager Panel

| bd air Panel

i

Reference
T ablez[Ci]

Contract Administration[+] T Contract Records(+]

I
U

Cantractor Reparts [Cas+)
td anagenent]+]

Procesz List
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5. On the Contract Records panel, double-click on the Milestones icon.

ESiteManager Panel

| tain Panel T Contract Adminiztration(+] T Contract Records(+]
' =
&
Contracts Milestores Projects Categories Iterns Contract Contract
Funding Avthority

6. In the Contract ID list box, scroll to and double-click the Contract.
Note: If the Contract has been checked out from the server using Pipeline/Zip, the
Contract must be checked back in by the Inspector (PM) before milestones can be entered.

ESelect Contract |
— Selection
Contract |D I
Find : |
— Contract ID
Contract 1D Yendor ID Fed State Proj Nbr Status County
B728 BR5132[106)/0011132¢ PEND 968
— E00S NH SHACTY C9ER
B00057435C02 B319 MNH-0E4-1[109)/(FO)00E4 FEMD Coo3
ShiB02FHI133529 ADDE MNOME /PREI0Z ACTY Cos1
BMB0ZTPARTETY AZ31 MOME /TP8A02 FEMD 968
BMB0ZTFEETE17 A231 MNOME/TPEE02 FEMD C3E8
‘ﬁ

1] | Eancell
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7. If entry screen is not displayed, click the New icon. An empty row is inserted in the Milestone
list box.

File Edit Services ‘window Help
LG

EMiIestones
Contract ID: |500054?82ND2B
Mistn Description Time Cur Mistn
Mbr Used(%] Cmpl Date
DUAL DATE MILESTONE
02 DUAL DATE MILESTOME 0.000 000000
03 3RD DUAL DATE MILESTOME 0.000 00,0000
1] | |
Mileztone Nbr: ID‘I Description:
Time Charges: Evailable Wwork Days Bid Days: I 15 Charged: I o Adjusted: I .0
FRate Time Period: |Days Bid Houls:l Remaining:l 15 Credit Da_vs:l o
Date Time v Autogen Disi t Ind [P truction Ind
Work Sla'l:l 00/00/00 I 00:00 ¥ Autogen Incentive Ind | Milestone Compl Ind
Original Milestone Compl:l 00,0000 I 00.00 Incentive Bate Amt: +1.500.00
Current Milestone Compl:l 000000 I 00:00 Disi tive Rate Amt: $3.000.00
Actual Completion: | 00/00/00 [ 00:00 Incentive Cap Amt: $153.000.00
Notice a new entry has been inserted.
P ansHTO siteManager
File Edit 3Services Window Help
=GR
EMilestones
Contract ID: IEDDDS4?82NDZB
Mlstn Description Time Cur Mistn
Mbr Used[*%] Cmpl Date
m DUAL DATE MILESTOME 0.000 00/00/00
02 DUAL DATE MILESTOMNE 0.000 00/00./00
03 3RD DUAL DATE MILESTOME 0.000 00/00/00
| | | i
Milestone Nbr: I Description: |
Time Charges: I 'i Bid Days: I

Charged: I 0 Adjusted: I 0
Rate Time Period:l 'i Bid Hours:l Hemaining:l 0  Credit Days:l 0

Date — Time [~ Autogen Disincent Ind [ Preconstruction Ind
Work Sla'tl 00/00/00 I 0000 | [~ Autogen Incentive Ind [ Milestone Compl Ind
Original Milestone Compl: Im Iw Incentive Rate Amt: I—m
Current Milestone Compl: Im |W Disincentive Rate Amt: I—m
Actual Completion: Im Iw Incentive Cap Amt: |—$UU
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8. In the Description field, type Dual Date Milestone or other milestone description

(incentive/disincentive).

P AASHTO SiteManager

File Edit Services Window Help

= A =

EMiIestones

Rate Time Petiod:l 'I Bid Houls:l Hemaining:l 0 Credit Days:l o

Date Time [~ Autogen Disi tind [ P Ind

Work Start: Im Iw [~ Autogen Incentive Ind [ Milestone Compl Ind
Original Milestone Compl: Im |W Incentive Rate Amb: I—m
Curmrent Milestone Compl: Im |W Disi Rate Amt: I—m
Actual Complelion:l 0000400 | aco0 Incentive Cap Amt: |—$UU

Contract 1D: |500054?82ND2B
Mistn Description Time Cur Mistn
Mbr Used(%] Cmpl Date

] DUaL DATE MILESTOME 0.000 00/00/00

02 DUaL DATE MILESTOME 0.000 00/00/00

03 3R0 DUAL DATE MILESTOME 0.000 00/00/00

< | i
Milestone Nbr: | Description: [Dus Date Milestons 04 kiH E —
Time Chalges:l 'I Bid Days:l Chalged:l o Adiusled:l .0

9. In the Time Charges drop-down list, click Calendar Days.

IMPORTANT: Fixed completion date cannot be selected for dual date milestone

P AASHTO siteManager

File Edit Services Window Help
FIELKS

ez S S =~ =
Contract 1D: |SDDDS4?82N 028

MIistn
Mbr

m
02
03

Description

DUAL DATE MILESTOME
DUAL DATE MILESTOME
3RD DUAL DATE MILESTOME
Dual Date Millestone

1 |

Milestone Mbr: I Description: |D ual Date Millestone 04 kfh
Time Charges: | &vailable Work Dayps Bid Days:

Rate Time Peridauslamc

|Calendar Days

yJFized Completion D ate
Oniginal Milest

Current Milest

Ackaal M
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10. In the Rate Time Period drop-down list, click either Hours or Days to be used for the incentive
or disincentive calculation.

M aASHTO SiteManager

File Edit Services Window Help
IR O ES g E e
Contract 1D: Im

Mistn Description
Mbr

o DUAL DATE MILESTOME

0z DUAL DATE MILESTOMNE

03 3RD DUAL DATE MILESTOME

Dual Date Millestons 04 kih

4] |

Milestone Nbl:l Description: |Dual D illeztone 04

Time Charges: | Available Woaork Days = Days: l—
Rate Time Period: Bid Hours: I—
Days
\WodHours

Original Milestone]
Current Milestone

Actual Com

11. If the Rate Time Period is days, type the number of days bid for the milestone in the Bid Days field.

P AASHTO SiteManager
File Edit Services ‘Window Help

=N B =
Contract 1D: |500054782NDZB

MIstn Description Time Cur Mistn
Hbr Used(%] Cmpl Date
o1 DAL DATE MILESTONE 0.000 00/00/00
0z DUAL DATE MILESTONE 0.000 000000

03 3RD DUAL DATE MILESTOME 0.000 00/00/00
Dual Date Millsstar

d| | i
Milestone Nhl:l Description: |D all) shasia (14 kih
Time Charges: | Available Work Days

Charged: o Adjusted: .0

Rate Time Period: |Days x| B Remaining: 0 Credit Days: o
Date — Time ™ Aut Disi tind [ 1 ion Ind
Work Slall:l 00/00/00 | 00:00 [ A Ind [~ Milestone Compl Ind
Original Milestone Dnmplzl 00/00,/00 I 00:00 Incentive Rate Amt: |—$.UU
Current Milestone Compl:l 00/00/00 I 00:00 Disi tive Rate Amt: I—m
Actual Enmplelinnzl 00/00/00 | a0:00 Incentive Cap Amt: |—$UU

Note: If the Rate Time Period is “hours”, in the Bid Hours field, type the number of hours bid

for the milestone using the procedure listed in Steps 10 and 11 above, but make it hours and
enter the Bid Hours in the appropriate field.
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12. To generate a disincentive automatically, click the Autogen Disincent Ind check box.

K3 aasHTO SiteManager

Eile Edit Services Window Help
=0 LA

FMilestones
Contract ID: |5DDDE4?82ND2B

Miztn Description Time Cur Mlstn
Hbr Used(®%] Cmpl Date
m DUAL DATE MILESTONE 0.000 00400400
02 DUAL DATE MILESTONE 0.000 00400400
ik] 3RD DUAL DATE MILESTOME 0.000 00400400

Dual Date Millzstone 04 kik

< | i
Milestone Mbr: I Dezcription: |D ual Date Milleztone 04 kit

Time Charges: IAvaiIable Wiork Days Vl Bid D ays: I 30

Rate Time Period: |Day: = | Bid Hours:

harged: I_U Adjusted: I_U
Remaining: I—S‘D Credit Days: I—D
Date ; ¢ [ Preconstruction Ind
Waork Starl:l 00400400 I 00:00 [~ Autogen Incentive Ind [~ Milestone Compl Ind
Original Milestone Compl:l 00./00/00 I 00:00 Incentive Rate Amt: .00
Current Milestone Eompl:l 0000400 I 00:00 et Belm Al |—$UU
Actual Completion: Im Iw Incentive Cap Amt: |—$DD

Time

13. To generate an incentive automatically, click the Autogen Incentive Ind check box.

P aasHTO SiteManager

File Edit Services Window Help
[l SRR = T

EMilestones
Contract 1D: IEDDDS4?82ND2B

Miztn Description Time Cur Mlstn
Hbr Uszed(%] Cmpl Date
m DUAL DATE MILESTOME 0.000 00/00/00
02 DUAL DATE MILESTOME 0.000 00/00/00
0z IR0 DUAL DATE MILESTOME 0.000 00/00/00

Dual Date M one 04 kih

< | i

Milestone Mbr: I_ Dezcription: |D ual Date Milleztone 04 kit

Time Charges: IW Bid D ays: I_BU Charged: I_U Adjusted: I_U

Rate Time Period: |Days +| Bid Hours: I— R emaining: |—3D Credit Days:l—D

Date
Work Start: Im :

Original Milestone Compl: Im |W

Current Milestone Compl: Im IW

I~ Preconstruction Ind
I MWilestone Compl Ind

Incentive R ate Amt: I $.00

v Autogen Dizincent Ind

Disincentive Hate Amt: $.00
Actual Eomplellon:l 0000400 I 0000 Incentive Cap Amt: |—$DD
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14. In the Incentive Rate Amt field, type the rate, in dollars, a Contractor is to be compensated if
work has progressed beyond expectations. Press the Tab key to move forward.

P aasHTO siteManager

File Edit Services ‘window Help

=R R RS =

EMilestones

Contract 1D: ISDDDS4?82N 02e

Mlistn Description Time Cur Mistn
Hbr Used(#] Cmpl Date
o DUAL DATE MILESTONE 0.000 00/00/00
0z DUAL DATE MILESTONE 0.000 00/00/00

03 3RD DUAL DATE MILESTONE

0.000 00/00/00

Dual Date Millestone

1] |

Milestone Nbr: I Description: |Dua| Date Millestone 04 kik
Time Charges: IAvaiIabIe whork Days vl Bid Days: I 30 Ehalged:l 1] Adjusted: I 0
Rate Time Perniod: | Dap: «| Bid Hours:l Flemaining:l 30 Credit Days:l 0

D ate Time
Work Slarl:l 00/00,00 I 0000
Original Milestone Compl:l 00/00/00 I 0000

Current Milestone Eompl:l 00/00./00 I 0000 el s Ak I—:BDD
Actual Eomplelion:l o0/00./00 I 0000

Incentive Cap Amt: I $.00

[ Autogen Disincent Ind [ Preconstuction Ind
[ Autogen Incentive Ind [ Milestone Compl Ind
Incentive Rate Amt: $1.500.00

15. In the Disincentive Rate Amt field, type the rate in dollars a Contractor is to be penalized if
work has not progressed as expected. Press the Tab key to move forward.

P aasHTO SiteManager

Eile Edit Services window Help

el s R M= =

EMilestones

Contract ID: |5|JDUE4?82N 02E

Miztn Description Time Cur Mistn
Nbr Used(*] Cmpl Date
] DUAL DATE MILESTONE 0.000 00,/00/00
02 DUAL DATE MILESTOMNE 0.000 00,/00/00

03 3RD DUAL DATE MILESTONE

0.000 00/00/00

Dual Date Millestone

| |

Milestone Nbr: I Description: |Dua| Date Millestone 04 kik
Time Charges: IAvaiIabIe Wwiark Daps vl Bid Days: I 30 Eharged:l 1} Adjusted: I .0
Rate Time Penod: | Days | Bid Hours:l Hemaining:l 30 Credit Days:l 0

Date Time
Work Slarl:l a0/00/00 I 00:00

Original Milestone Eompl:l 0040000 I 0000 Incentive Bate Amt: $1 500,00
Current Milestone Eompl:l 00400400 I 00:00 Disi

tive Fate Amt: I $3.000.00
Incentive Cap Amt: I .00

W Autogen Disincent Ind [~ Preconstruction Ind
W Autogen Incentive Ind [~ Milestone Compl Ind

Actual Completion: | 00/00/00 [ 00:00
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16. In the Incentive Cap Amt field, type the maximum incentive amount for this milestone.

P ansHTO siteManager

File Edit Services

Wwindow  Help

=LA -

EMiIestones

1

Contract 1D: |500054?82ND2B
Mlistn Description Time Cur Mlstn
Mbr Uszed(%] Cmpl Date
] DUAL DATE MILESTOME 0.000 00/00/00
02 DUAL DATE MILESTOME 0.000 00/00./00
03 3RD DUAL DATE MILESTONE

Diual Date b

0.000 00400400

Milestone Mbr:

I Description: ID ual D ate Millestone 04 kfh
Time Charges: IAvaiIabIe Wwork D aps 'I

Rate Time Penod: |Daps

Date

Bid Da_vs:l 30 Chalged:l o Adiusted:l .0
Bid Houls:l Flemaining:l 30  Credit Days:l o

-

Work Start:| 00/00/00 [ 00:00

v Aut Disincent Ind [ Preconstiuction Ind
v Aut 1 tive Ind " Milestone Compl Ind

Original Milestone Compl:| 000000 | ac.o0

Current Milestone Compl:l 000000 I ac.o0
Actual Complelion:l 00/00/00 I aco0

Incentive Rate Amt: | $1.500.00
Dizincentive Rate Amt: I $3.000.00

Incentive Cap Aml:l $5,000.00 w

17. Click the Save button. The system enters the next sequential Milestone Number for the new

Milestone.

P aasHTO SiteManager

Fil= Edit Services

window Help

s R e = =

E Milestones
Contract 1D: |500054?82N 02

Mlstn Description Time Cur Mlstn

Mbr Used(%] Cmpl Date
m DUAL DATE MILESTOME 0.000 0040000
0z DUAL DATE MILESTOME 0.000 00400400
03 3RD DUAL DATE MILESTONE 0.000 00400400

— Dual Date Millestone D4 kih

l

Milestone Mbr: |04
Time Charges: Evailable wiork Days

Rate Time Period: |Dayps

Date

Work Start: Im |W

Original Milestone Compl: Im |W
Current Milestone Compl: Im IW
Actual Completion: Im IW

Description: IEIuaI [ate Millestone 04 kih

Bid Days:l a0 Chalged:l 0 Adjusted: I 0
Bid Houls:l Hemaining:l 30 Credit Days: I 0

¥ Autogen DisincentInd [ Preconstuction Ind
v Autogen Incentive Ind [ Milestone Compl Ind

Incentive Rate Amt: I $1.500.00
Disincentive Rate Amt: I $3.000.00
Incentive Cap Amt: I $5.000.00
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B.4. Add Progress Schedule

Note: If there is no schedule required for the contract, no schedule records are required to be entered.

1. Log in to SiteManager. At the Available Groups window, select Group ID “DCA” and click OK.

SiteManager Logon

Available Groups for RIKFHDO1

Gip Id Group Name |A
Tnsport SkADMIMN - |Sitebanager Adminiztratar

QSitEManagEl'm Fhd Froject Manager

Construction Management Software

Froj Eng Froject Engineer

Res Ehgr  |Residency Construction Engineer

User ID: |RIKFHO01 - — - -
et Dizt Eng Diztrict Construction Engineer

Password: || 1T District Contract Administrataor
Connect to: Isewel ‘l
— _I e Paswmdl Close | Select the Group for the session.

2. At the main panel, double-click on Contract Administration.

ESiteManager Panel x|
Main Panel T Contract Administration(+) ]
2 &5 ¥4 @ m [
Draily Wwark, Fipeline and Caontractor Change Civil Rightz[+] Accessories(+)
Reports(+) Zipl+) Papments(+) Orders(+)

3. Double-click on Contractor Management.

| M ain Panel T Contract Administration[+] r Contractar M anagement{+) |

i i

[~
Reference Contract
T ables[Ca+] Records(+]

f Feports [CA+]  Process List

4. Double-click on Progress Schedule.

| Main Fanel T Contract Adminizgtration]+) T Contractor Management{+]
3 —

T L $ G
Construction 10 Subcontracts Contractar Docurment Contractor Document
Conference Payrollz Subrmisgion E valuation Subrmisgion

Review
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5. Click on the Open Folder icon [ to choose a Contract. Double-click on the Contract ID.

E Contrack List 1'

— Selection

Contract ID BOOOEE27C30

Find : |
— Contract 1D

Contract 1D Yendor ID Fed State Proj Mbr Status County Lwl2 Ly~

E00D01EE27C30 031 |NH-STP-5401(371)/ROOIACTY
£O0000054C02 5018 NH-095-21419)/0095023 ACTY £029 47
£00050121C01 T131 NH-D95-2[467)/0095023 ACTY €029 a7

CO00S6037RO1 T131 NONE/0B42076332  PEND CO76
CO00E0314L02 R478 STP-5401[464)/R00002:ACTY Co29
CO01TRA3IEFS HNOMNE/TR 3201 ACTY

43
02

FEEEFE

1] 4 | Cancell

Click on the drop-down arrow in the Progress Schedule Type field (Progress = “Percent

Complete for Time Period”; or Earning = “Percent of Critical Items Complete”; None = No

progress record). Click on the New icon | D if current records exist.

P ansHTO SiteManager
File Edit Services ‘indow Help

E®E2 Des @O

EProgress Schedule

Contract ID: |BDDD1 BE27C30

Description: [1.932 M. GRADE DRAIN. ASP.PAVE YMICIDS. RETAIN.STR. ¢
Location: [FR: 0.043 MI. N. OF SUNSET HILLS R
Prime Contractor: |MDDF|E BROTHERS COMPANY, [NCI RATED Current Days: |1 22

Percent Complete for a Time Period
Fed/State/Prov Pri Nbr: [NHSTP-5401(371//R000023249  gTime Charges Type: [Fived Completion Date = Progress

Percent of Critical Items Complete

Progress Schedule Type: |Percent Complete for a Time Period Yariance Pct: |1 0.00 _ .
[Critical Path Method = Earnings
Sched |Anticp pct
Date |Compl Amt= = -
Teoroai o 00 Percent of Critical lbems Complete = Schedule for Cortract BOO016E27C30 None = No progress record
02/20/0220.00
03/02/02[50.00 . ..
T T o - Note: Do not use Critical Path.
05/31/02100.00 .00 .00 ]
00/00/00).00 [ili} i}
N REA OREE OELE OEET O

Note that SiteManager
inserted an extra row
under the Sched Date after
the user clicked on the
New icon.

Schedule Date (Format: ¥YYYYMM/DD)

[ B nomicanans B macisamani BB 3 schm e
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7. Enter the number of days or date on which work (Fixed Date job a date requires a date;
Calendar Day job requires a number of days) is scheduled to be done in Sched Date and then
enter % in Anticp Pct Compl Amt in any order. To sort, click on the column heading to switch

between ascending or descending order.

Note: This contract already had a 100% anticipated completion date for May 31, 2002. This
record will always be there when entering the Schedule for the first time. To demonstrate how
the sorting works, I entered a date of 01/20/02 and then clicked on the Sched Date column header
and SiteManager sorted the information so that the 01/20/02 entry is at the top of the column.

FJaASHTO siteManager

File Edit Services Window Help

=0 R = =

E Progress Schedule

Location: |FF|: 0.043 M. M. OF SUNSET HILLS RD.
Prime Contractor: |MDDF|E BEROTHERS COMPANY, INCORPORATED Current Daps: I'I 22
Progress Schedule Type: |F'ercent Cornplete far a Tie Period ;I Yariance Pct: I‘I .00

Contract ID: |BDDD1 BE27C30

Fed/State/Prov Prj Nbr: |NH-STF‘-54U1[3?1 J/RO00029249 Time Charges Type: IFixed Completion Date

Description: [0.992 ML.GRADE DRAIN. ASF.PAVE. INCIDS.RETAIN.STR. .

Sched ticp pct|Actual pet | Actual pet
Date [CBmpl Amt|Compl Amt|Compl Time
01./20/0200.00 a0 .00
ﬁuu E: 470
| 027204022000 ] 4.10
03/02/02/50.00 .38 4.10
037/22/0275.00 REi:] 4.10
| 05/31/02100.00 |.0a |.0a

: =101 x]
Frogress Schedule for Contract BOOOEEZTC30
1m

Percentage-Dollar

o
D RTET AIRGIE ASEEE Al

Schedule Date {(Format: ¥YYY/MM.DD)

| B penam ament O 2acks anoenl Bl 3 A0k Time

Click on Sched column heading or other column headings to sort.

&. Click on the Save E icon to save the information and then exit.

NOTE: FOR CALENDAR DAYS CONTRACTS, THE SCHEDULE WILL BE ADDED WITH DAYS.
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B.5. Active Contract

1. For Contracts with Price Adjustments (OPT-IN Spec), do the following verification before
activating the contract (Skip to #2 if this is not an OPT-IN Price Adjustment Contract).

a. Have all OPT-IN Fuel indexes been added? (Contract Administration, Contract Records, Projects,

Adjustment Indices Tab)

Eile L Services Window Help
m s 8 g = =

™ Projects

State Proj Nbi- [PM-20-06

Project Pay Adjmnt Indices
16242 OPTIONAL FUEL ADJUSTMEMT
B335 0PTIONAL FUEL ADJUSTMEMT
FUEL Lt Add Al : |16340 OP TIOMNAL FUEL ADJUSTMENT |
ERei At L cltic Mete s e =375 OPTIONAL FUEL ADJUSTMEMT
00128 OPTIOMAL FUEL ADJUST I f v G156 16386 OFTIONAL FUEL ADJUSTMEMT
10607 OPTIOMAL FUEL ADJUST

10603 OPTIOMAL FUEL ADJUSTN e B B A

10603 OFTIOMAL FUEL ADJUSTN

FUEL 0.2 GALLONS / TOMN

b. Has the Price Adjustment Base Date been entered? (Contract Administration, Contract Records,
Contract, Critical Dates Tab

v

Payment Data Critical Dates * Primaty Persornel - Prime Confractor DEE Commst

c. Has the Fuel Adjustment Indicator been selected?(Contract Administration, Contract Records,
Contract, Payment Data Tab)

Curmrent Contract Ami: $2.1001 355,60

Generate Ext] Day: | [i0 Contract Limit Ami:| 300 Liquidated Dam Rate Ami: $1.35000
Generale Est2 Day: | Conliact Limit Pet:| 00 fmtmunm
el Admnt Ind
RETAINAGE

r

Swcuniting Alowed [~ Hotain Stkpiled Ind v Unkmited E scrow Max Ezcrow Amt: £00 ]

Eftect Date Pct Pol Base Max Pot  Max Amt Lump Amt  Troge Pet Trge Base

WORK. PER PERIOD | oanons | odeoaMT B od ___sof __sod _ odcURRENT AR |
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d. Run the SiteManager Reporting tool to verify that all indexes have been added. (Administrative
Reports, Price Adjustments, select contract ID, Contract Index Associations)

SiteManager Reporting Tool

Adminisiration Report
WD Price Adjus s
Select Contract Py ¥
sertanngl Emoms L O)Manager
Rev Do

Contract Price
Adjustments>

Contract Index
Associations>

#ucderiinistraticn Enformabon:

lem Search by Dg
em Search by lte
Contract item Cod

]
8

i Bri 0 I
Exit Price Adjustments » ILE_}_oJ

) [ |

Price Adjustments Types>
ice Adjustments|

Prime Contractor

Project or UPC Nj

ct Records

pons Bid Oty Repot - Line Ibem and

Report - Stockpde Material [1505] - Active
2 Orde = D sy Recoed of Woak lbams -

pe's Equuipnnent Lizd Cusrent Unsuthodized

LR Wik hem Distad D0 Wk Iberm
DWW Heade: Remark Detads

intract Information
priact Approval snd Star Dastes:

L L

Back to Main Switchboard

Recaned - Subsantisct Paid 1o Dats

P
and DBE Pascertage Eslimate - List of D'WHE by
Subcoriractor - Subcortractor llem Query

Contract Index Associations

DISTRICT: 02
CONT_ID GN206PMWID39764
PRI_NBR 0005T129VTOS

State Pri Nbr: FM-20-06

ADDR ENT:

SALEM f CHRISTIANSBURG

T CD LIN SPC_YR UNT_SYS_IND  INDEX MARGIN CODE
16335 oMo ASPHALT CONCRETE 2004 € G163 A

PRI_NER N206PMD39764
T D LiN SPC_YR UNT SYS_IND  INDEY MARGIN CODE
arez QoMo AGGR.BASE MATL. TY.1 2004 E G159
16360 0020 ASPHALT COMCRETE 2004 E 165 2
16375 0030 ASPHALT COMNCRETE 2004 E G163 A
16336 0040 FLEXIBLE PAVE MENT 2004 E G186

Note: If indexes are missing on the report, but appear to be added in SiteManager, then verify the

correct index type was selected. Both the contract item code table and Index type must match spec

year and unit system (Metric or English).

Index types can be found: (Contractor Payments, Reference Tables, Price Adjustment

Maintenance
T3 Price Index Main

T Description Histor

Adiustrent

o
Price | ndek‘_; [oas X -——English

Default Threshold Pci: [ wTu)

S election

Descripbiorn: 10416 OFTIOMSAL FUEL ADJUUSTRERT
e

E Price Indexx

| Goag

’? Price lndes

Find - |
Price

Index

T
10424 OFTIOMAL FUEL ADJUSTRMEMT
10424 @ETIOMNAL FUEL ADJUSTRMEMT
o092 OPTIONAL FUEL ADJUSTREMT
10468 OFTIOMNAL FUEL ADJUSTREMT
10478 OFTIOMAL FUEL ADJUSTREMT
10472 OFPTIONAL FUEL ADJUSTREMT

Description

< ---English

OK

Cancel
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Log in to SiteManager. At the Available Groups window, select Group ID “DCA” and click OK.
At the main panel, double-click on Contract Administration.
x|

Main Panel 1 Contract Administration(+] ]

w B 5 S m €

[ aily 'wéark. Pipeline and Contractor Change Civil Rights[+]  Accessories(+]
Repartz(+] Zipl+] Payments(+] Orders(+)

Double-click on the Contract Records.

| Main Panel T Contract Administration[+] T Contract Records(+) I
Reference Contractar Reports [CA+]  Process List
T ables[Ca+) tanagement(+)

Double-click on Contracts.

Contract Records(+) T T I
Hi

+
5 & 9 = P
3 R -
Milestones Frojects Categories Items Contract Contract
Funding Authority

Select a contract.

Fcelect Contrack =|
- Sel ion

@ Contract 1D | S00035049B03

Find : |
- Contract ID

Contract 1D Yendor ID Fed State Proj Hbr Status County
AS02P k39584 A079 MOME /P -S1-02ANTER ACTY Cooo
AbAAZAT C2I524C cogy MOME 02440007003, 5F ACTY Cooo
BOOOOSSE1CO1 L Julul=] MOME A0641-029-282 C5 ACTY cozg9
BOO01 31 03C02E K268 MOME/O0733-053-F31.CEFEMD

STP5155(1

The Contracts window opens and the data for the selected contract is populated.

Note that the Status should be “Pending”.

File Edit Services ‘indow Help
== = e

"-Dest:liplion " Lacation ".F'a_l,lment Data ~ Critical Dates Primary Frime “" DBE Commit Training Plan 1
Personnel Contractor

Fed St/Pr Prj Nb
Primary PCN: | 00035043802

Residency: I 53 - I Funding

——— | Federal
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7. Click on Primary Personnel folder tab. To assign the Project Manager and Project Engineer,
right-click in the field for the Project Manager. Then click on “Search”. A Search Window opens.
Double-click on the appropriate User ID (or, single-click on the User ID and click OK).

Use this process to add the Project Manager and the Project Engineer.

Fiseorch window

File Edit Services Window Help

E=ET AR e | PMGlobal |Global PM for Contr:
smcreatr  |SiteManager Creatar

Etontracts PEGIobal  [Project Engineer Global

* Description " Location "'F'a_umentData e imany 1] RIPMHOOT [Pam Moare
| RIKFHOOT |K.athy Hinson
Contract ID: 50003504381 ~op o met ails COPHEO0T [Patsy Ban

Project Manager: s [RIBMOOT |Barbara Jean Jacobs

! ' = Silear = HREA4W00 [Betty white
Project Engineer: IF’EGIDbaI Find al RIFHMO0T [Pam Moore

Contract Designel:l Saort B
Contract Created B :ISYSTEM T
b ShiowFilter Sork Cancel |
’—aniﬁcalion Recipi:

8. Click on the Description folder tab. Verify the Wage Decision field. Note: If the information
Does not exist, click on the bottom panel. Then click on the New icon and select the correct
Wage Decision.

Note: A Wage Decision record is required for all contracts in order to activate the contract.
Choose the appropriate Wage Decision ID for the federally funded contract.
Choose the STATE Wage Decision ID for state funded contracts.

M AASHTO SiteManager

Fil=  Edit Services ‘Windo

EG LA e

‘Description ayment Data © Critical Dates © Primany Y Prime " DBE Commit =~ Training Plan

Personnel Contractor
Contract 1D: [B0001EEZ7C30 Fed St/Pr Prj Nbr: [MH-STF-5401(371)/R0000292
Status: Im Primary PCN: IW
Disllicl:IDA— Residency: I-W— = Fef;::::“g
Progress Sched: |F'ercent Complete for a Time Period WYariance Pct: IW {~ State/Province
Desc: [0.952 MI.GRADE DRAIN._ASP PAVE INCIDS RETAIN.STR._SIGNS. = Both

Time Charges: [Fixed Complstion Date  Bid Days: [ &1 Bid Amt: [ $18595,12998
Contract Type: [CONSTRUCTION R&AF | Fed Oversight
‘work Type:lm ™ Local Dversight Proposal Fund Type: IFED—
Spec Yl:lﬁ Unit System: IEngT Suppl Spec Bk Yr: Iﬁ Al ID:I—

Genrl Wqg Dcsn ID

Wage
Decision:

Wwage Decision Description

To make the contract “Active”, click the drop-down list in the Status field and click “Active”.
Perform a thorough review of all data in contract (once DWR entered cannot change back to
pending status). If problems are found in a field protected at activation, click on Pending.

Note: Once the contract is activated, the user can only go back to “Pending” before the first

Daily Work Report.
"Desc[ipliun " Location F'apmenl Data * Critical Dates Frimary Frime " DBE Commit ~ * Training Plan il
FPersonnel Contractor
Contract ID: I5E|EIE|35EI4SBE|3 Fed 5t/Pr Prj Nbr: |BH51 F21061/001 1132904
Status: | Pending - Primary PCM: IEIEIEIEEEMSBEIB -I
Districk: phctive ency: |53 LI =F qund:ng
- frchived 1 I soe
Frogresz Sched: Yariance Pct: 10.00 " State/Prowince
Desc: [Somplste  Both
Time Charges: Bid Days: I 180 Bid Amt: I $813.871.51
Contract Type: [~ Fed Oversight
Work Type: [ Local Dversight Propozal Fund Type: IFED

9. Click on the Save icon == and exit to the main panel.
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B.6. Mark Critical Items

(Inspector’s Initialization process)

Note: DCA can do this when reviewing Earnings Schedule. If Critical Items are not marked, the
contract progress will be tracked as normal Progress Schedule and not Earnings Schedule. The
Critical Items can be marked before or after activation. This task can be accomplished by either

the DCA or the PM.

1. Log on to SiteManager and select the appropriate User Group ID (Inspector, Project Manager or DCA)

2. Atthe SiteManager Main Panel, double-click on Contract Administration.

FAsiteManager Panel

Main Panel Contract Administration(+] ]
Daily ok Fipeline and Contractor Change e O Qpr——.
Feports(+] Zip[+] Favments(+] Ordersi+]
|
)
Maruals(+]

System
Administration]+]

3. The Contract Administration panel opens. Double-click on Contract Records.

ESiteManager Panel

I ain Panel Contract Administration[+] T Contract Records(+]
Reference Contractor Reports [CA+] Process List
T ables[Ca+] tanagement[+]

4. The Contract Records panel opens. Double-click on Items.

F3siteManager Panel

kain Panel T Contract Administration(+] T Contract Records(+)

Y 5 @ 9 9 e

Contracts Milestones Projects Categories Contract Contract

Funding Awithority
z S e
Eey Dates Checklist Checklist Event Permits Corespondence Flan Stockpiled
Scheduled Dates Lag Discrepancies Materials

Ewents

2 »

Force Sccounts Design Disputes/Claims D55 Contracts
Ewaluation

5. Click on the Open Folder icon. Double-click on the appropriate Contract ID to select the contract.

ﬂsalect Contract Item
’?Cunlra:t

Project
Contract ltem

Find: [

i~ Contract

Contract ID Vendor ID Fed State P|u| Hbr  Status County Lvl2 Ly~
103 o0 E1

NH-958 B[DZD]NMSIBEE ACTY
WH-084-1(105)/[F 00064 PEND
WNONE/PMEI0Z ACTY

NOME/TPBA02 PEND
SMB02TPRETS7 NOME/TPEBNZ2 PEMD

], Cancel
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6. Double-click on the appropriate PI‘O_]GCt Number (PCN).

E Select Contract Item

—5ak

X

Contract I SO00350436 03

Project

Contract Item |

Find: |

~ Project

Deszcription

Fed State/Prov Prj Nbr
0 SUPERSTRUCTURE REPLACEMENT

ﬂ Select Contract Item

¢ electi
Contract I 500035049803
Froject | 00035043803
Cortract Ibem | 0005
Find :
— Contract Item
Project Mbr Category Mbr Line Mbr Item Code Description
00035049803 0003 o170 ELECTROMIC ARROW

24281
o3 s o5 Jaiesz
00035043803 0003 01an
00035043803 0003 0185
00035043803 0003 0130
00035043803 0003 0195
00035049803 0003 0200

FLAGGER SERVIC
TRAFFIC BARRIER
REGULAR SEED

OVERSEEDING
FERTILIZER(15-30-15]
LIME

[1].9 | Eancell

&. Click on the critical check box. Then click Save

P ansHTO siteManager
File Edit Services “Window Help

ENEY DS g ||

Contract ID: ISDDDESMSBUS Project Nbr: 000350439E03
Line Item Mbr: |U1 Fi Category Nbr: IDDD3 vl

Item Code: |24282 Units Type: IHUUHS Spec Year: [1334

Description: |FLAGGEH SERWICE
Major ltem: | Specialty: [
$10.00000  Bid @y |

Related Item: I 'l

Pay Plan Qty: [

Unit Price: |

Supplemental D ezcriptions:

Suppl Desc Reg'd: [~

Status Type: |Pending 'I
100,000 Bid Amk: I §1,000.00

CO Nbr: IEIEIU Pend CO Qty: [0

Pend CO Amt: IEI Met CO Qty: 0

9. Click Open |

= and repeat Steps 7-8 for each item that needs to be marked Critical.
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10. To verify the Progress Report Type is marked Critical, return to the SiteManager Main Panel

and double-click on the Contract Administration icon.

ﬂsitEManager Panel

Main Panel Contract Adminiztration(+] ]
t D aily ok, P\pehne and Contractar Change Civil Rights[+] Accessories(+]
|  Fepoits(+) Zipl+] Payments|+) Drdersl+]
[
1)
Spstem Manuals(+]

Administration(+]

11. Double-click on Contractor Management.

ESiteManager Panel
i T Contractor M anagerment(+] |

ain Panel T Contract Admini [+]

mﬁﬁm is

Fieference Contract Feports [CA+]  Process List
T ables[CA+) Fecords(+]

Contract Administration]+] Contractor Management{+]

12. Double-click on the Progress Schedule icon.
i if

Main Panel

i £
' o §7 B
Constiuction Subcontracts Contractor Document Contractar Document
Conference Payrolls Submission E waluation Submission
Review

13. Verify in the Progress Schedule Type.

EFrogress Schedule
Contract ID: 500035045803
Fed/State/Prov Prj Nbr: [BR5132(106)/0011132v04 Time Charges Type: [Calendar Days
Description: |0011-132¥04 BEO3
Location: IF\TE. 11 OWER RTE. 254

Current Days: (180

e - D & BROWHN, INC.
Progress Schedule Type: eht of Critical [kems Complete ;l Variance Pct: [10.00
ical Path Method |
chei C“ 'Cli'APC‘ Percent Complete for a Time Period =] 3

RE 1;;“50 |= Schedulefor Cortract 500035049803

T =

i

i

£
Schedule Days
| W vrumsaman O as0msmers Bl 3o Tme

14. Ensure there is a progress schedule entered, if one is available.
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B.7. Add Items Using Change Order Process

Example: Trainees

(REFER TO SECTION 9 to add a Change Order)
Note: Cannot add items until after contract is activated.
Continue to next section to complete initialization process.

These do not require a C-10 Work Order, but they require a Change Order in SiteManager.

e Non-bid items that are predefined in contract:
Extra Excavation
Undercut Excavation
Pilot Truck
Mowing
Trainees
Flaggers

e Add Items (More quantities) — move from one PCN to another

NOTE: When adding an add item (non-bid contract item), you add a Change Order Header and
Change Order Item (increase). The item is added using an existing category, so new category or
new funding records are not needed.
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B.8. DCA Enters Time Charges Start Date and Work Begin Date

Note: The Work Begin Date is normally listed on Form C-5. These dates cannot be added until
contract is activated. Dates must be entered before an estimate can be generated.

1. Log in to SiteManager. At the Available Groups window, select Group ID “DCA” and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

Grp Id Group Hame

I port StADMIN - |Siteb anager Administrataor

Froject b anager
Construction Management Software

FrojEng Froject Engineer

QSitEManager“ &

Rez Engr  |Rezsidency Construction Engineer

User ID:IFHKFHDm

Dist Eng Dhistrict Construction Engineer

Password: ||
Connect to: Isewe, vl
Logon I Change Passwnldl Cloze |

Digtrict Contract Adminiztrator

Select the Group for the session.

2. At the main panel, double-click on Contract Administration.

E SiteManager Panel x|
Main Panel I Contract Administration(+] ]
g = 51
Draily Wark. Fipeline and Contractor Chatige Civil Rights[+] Accessories(+]
Fieports(+] Zip[+] Faymentz(+] Orders(+)

3. Double-click on the Contract Records.

| Main Panel T

Contract Administration{+] r Contract Records(+)

i

Reference
Tables(Ch+)

w o

Feports [Ch+)

Cantractar Process List

M anagement(+]

4. Double-click on Contracts

Contract Records(+] T T
s 4

W &

Categories Items Contract Contract

m Milestones Frojects
Funding Authority

& B B i

& 7T i

Key Dates Checklist Checklist Event Permits Correspondence Flan Stockpiled
Scheduled Dates Log Dizcrepancies Materialz

Events

Force Accounts Design
Evaluation

Z 5

Dizputez/Claims D55 Contracts
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- |

5. To open a contract, click on the E Open Folder icon.

x|
— T al, l'._-'n
2= Canbract ID | sooo3s049B03
Find : |
— Contract 1D
To select a Contract 1D Yendor ID Fed State Proj Nbr Status County Lvl2 Ly*
contract, AMITZPMI39584 A079 MOME /PM-8-02ANTERACTY Cooo 0
highlight AMAZ41CI9E840 CO97 NONE /02440001008 SF ACTY CO00 0
he desired BO000S5E1COT MO0g MOME /0841-029-282, C5 ACTY Co29 0
the desire BO0013103C026 K258 NOME/0733-053-P31 CEPEND CO53 04
contract 0001 4646001 STP5155(128)/U000155 ACTY C964 04
and click BOO0T i NH-STP-5401 ODIACTY e |47
“OK?”, or
double-
click on oK | Cancel |
the desired
Add Work Begin Date

6. There are eight “tabs” (looks like folder tabs). Click on the Critical Dates tab.
RER
I

File Edit Services Window Help

lz@r2 e YA 000 &

=10l x|

° Description " Location "F'aymentD " Critical  ~ Timary Frime “" DBE Commit * Training Plan )
Dates Prsoninel Contractor

Contract ID: |BOODIEE27C30 \_/

7. Use the scroll bar to find the critical date descriptions. Click on the Work Begin Date in the top panel.
Type a date in the bottom panel in Actual Occurrence Date field. Press the Tab key on your keyboard.

The date for the Work Beiin Date will ﬁOﬁulate in the toi ﬁanel.

" Desciption Location " Payment Data " Critical Dates ° Piimary Personnel © Prime Contractor ~ DBE Commit °© Traning Plan

Contract ID: [NOOOS1353M02

Critical Date Description Actual Date R ired to Acti R ired to Finalize ~
Execution Date (04/04/06 s N
Letting Date 02/22/06 Y N
Original Completion Date 12/01/08 N N
Checked Out to Field Date 00/00/00 N N
Substantial Work Complete D ate 00/00,/00 M M
Contractor Bankiuptey Date 00/00/00 ] M .
Contsclor Defaull Date 00/00/00 N nfj Notice that the Work
Time Charges Start D ate 04/04/06 N M Begin Date populated
Signed Date 00/00,/00 N .
RN in the top panel.
Open to Traffic D ate 00/00/00 M M

Adjusted Completion Date M M
Arcepted Date Enter Actual N 5 2
Occurrence

Critical D ate Description: [Work Begin [y
Date for the : -
Actual Occurence Date: 04./13/06 W k B . [ Required to Finalize
or egln Recipient 1D: ’7

Distribution List:
Date.

Message Text:
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Add Time Charges Start Date

8. Enter the Time Charges Start Date by selecting the Time Charges Start Date in the top panel.
Type a date in the bottom panel in Actual Occurrence Date field. Press The Tab key on your
keyboard. The Time Charges Start date will populate in the top panel. Note: The Time Charges
Start date is not required for activation (cannot be entered until after activation) but it is

required before an estimate can be generated.

Click on Save = and Exit the Contracts panel.

FEJ AASHTO SiteManager IR

Fle Edt Services ‘window Help,

[ELEEIEEEE T e

 contracts — =18l xl

" Description " Lacation ".F'a_l,lmenl Data®  Ciitical Frimary " Prme  DBE Commt ° Training Plan 1 \
Dates Persaringl Cantractor

Contract ID: I-EUUU1552?C3D

Exit

B.9. DCA Enters Notice to Proceed Date and Estimate Completion Date

1. Login to SiteManager. At the Available Groups window, select Group ID “DCA”

and click OK.

SiteManager Logon

Available Groups for RIKFHOD1

Grp Id Group Name

Tmsport SMADMIN  |Sitebd anager Adminiztrator

Construction Management Software . . .
Praj Eng Project Engineer

QSitEMBnagErm Phd Froject banager

RezEngr  |Residency Construction Engineer

User ID:|RIKFHOOT - — = -
ser Diizt Eng District Construction Engineer

Passwaord: || 10 District Contract Adminiztratar
Connect to: I Server i

,—ILogon Change Passwor dl - | Select the Group for the zession.

2. At the main panel, double-click on Contract Administration.
ESiteManager Panel

Main Panel T Contract Administration]+] ]

& iz FE

Reports(+] Zip[+] Paprments(+) Ordars(+]

Draily wiork Pipeline and Contractor Change Civil Rights[+]  Accessories[+]
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3. Double-click on the Contract Records.

ESiteManager Panel

| M ain Panel T Contract Administration[+]

I

Contract Records(+) I

i

Reference
Tables(Ca+)

w ©

Contractor Reports [Ch+)
Management(+)

Process List

4. Double-click on Key Dates.

ESiteManager Panel

ain Panel

1

&

Contract Adrminiztration(+]

a @

I

ijgstonn

Contracts HMilestones Projects Categories Iterns
&5 K=
> BN

Key Dates Checklist Checklist Event Permits Correspondence
Scheduled Dates Log
Ewvents

ER

Dizputes/Claims 0SS Contracts

Farce Accounts Design

Evaluation

5. Select a Contract by clicking on the Open folder icon

Contract Records(+]

5

=

Caontract Caontract
Funding Luathority
i &
Flan Stockpiled
Discrepancies b aterials

=

To enter a new key date, click on the New icon |E

FJaAsHTO siteManager

File Edit Services ’M’Qdow Help

mEere(0Es g |

Contract ID: IBDDD‘I BE27C30
Key Date Type Projected Actual Required Required
Date Date to Activate to Finalize
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6. Select the desired type of key date in the Key Date Type using the drop-down arrow. Below,

the Estimated Completion Date has been selected.

Fle Edit Services ‘Window Help
=R 1=
Contract 1D: Im

Key Date Type Projected Actual Required Required
Date Date to Activate to Finalize
E stimated Completion Date 0000400 00./00/00 M he

Click on drop-down arrow in
Key Date Type field to make
your selection.

|

Key Date Type: [Estimated Completion D ate

Projected Date: |Closed to traffic

|»

Actual Date: |Clozed to traffic date
Distribution List:

Message Text: [Final estimate

Final estimate date

7. Type in the Projected Date.
Contract 1D: Im

Key Date Type Projected Actual Required Required
Date Date to Activate to Finalize

E stimated Completion Date

Key Date Type: |Est|mated Completion Date

ﬁ Projected D ate: |1 2431402 I~ Requited to Activate
Actual Date: IEIEI.-"DEI.-"EIEI ¥ Required to Finalize
Distribution Lisl:l Recipient: ICDJAGDm

Message Text: |Est|mated Completion D ate needed prior to first estimate

8. Once an actual date is entered or the current date is greater than the projected date, an email
will be sent. Add a recipient or distribution list and a message text if you want anyone notified
when these things occur.

9. Click on Save E and Exit.

10. To enter the Notice to Proceed Date, follow the same steps as above and choose Notice to
Proceed Date as the Key Date type.
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C. Project Manager

C.1. Check Electronic Contracts Against Paper Contracts

If anything is incorrect, contact the DCA. Changes can be made until the first DWR
is entered.

Note:

1. Log in to SiteManager. Then, at the Available Groups window, select the Grp Id “PM” and
click OK.

siteManager Logon

Trspart Available Groups for RIKFHOO1
QSCOln-SEE ManqgeEl!;‘ﬂnger Grp Id | Group Hame -
ShIMG ISiteManager Ingquiny Group
User ID: [RIKFHOO] DEE Tnspectar
Fassmord: || SkAADRIN - |Sitebd anager Administrator
Connect to: |Server -
P
Logon |  Change Password | Close | - - -
Praj Eng Froject Engineer
Copyright © 1995 by the American Association of Stats - . _
Highwiay and Tanspertation Dfficials, Ine Fes Engr  [Residency Construction Engineer -
444 North Capitol Street, MW, Suite 243

“wiashington, D.C. 200071 U5 A [202] 624-5800

Select the Group For the session.

(114 I

Enter the User Password,

2. Double-click on Contract Administration.

ESiteManager Panel x|
Main Panel r Contract Administration[+] ]
a B s 4 @ i R

= = £

Draily wiork Fipeline and Contractor Change Civil Rights[+] M aterialz

Reports[+) Zip[+] Payments(+] Orderg(+] Management[+]
|

a0
Accessones(+) Manuals(+)

3. Double-click on Contract Records.

ESiteManager Panel

Contract Records(+] I

Contract Administration[+]) T

J
W

Reports [Ch+]

| ain Panel

i

Reference
T ables[Ch+)

Contractor Process List

I anagement(+)
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4. Double-click on Contracts.

ESiteManager Panel

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

¥ 5 @ 9 >
Projects Categaries Items Contract Contract
Funding Autharity

& B B i

& : fid d
Key Dates Checklist Checklist Event Permitz Cormespondence Flan Stockpiled
Scheduled Drates Log Digcrepancies M aterials

Events
Force Accounts Dresign Disputes/Claims D55 Conbracts
Evaluation

File Edit 3Services Window Help
Description Location Payment Data * Critical Dates PFrimary Frime " DBE Commit "~ Training Flan
Perzonnel Contractar
Contract ID: 3§ o Fed St#P1 Prj Mbr:
Status: IPending Primary PCH: -
Disllict:l - Hesidenc_v:l vl e fillnd:'lg
i edera
Progress Sched:l LI Yariance Pct: I 000~ State/Province
Desc: | " Both
Time Chalges:l vl Bid Days: I Bid Amt: $0.00
Contract Type:ISpaces vl [ Fed Dversight
Work Type:ISpaces vl [ Local Dversight Proposal Fund Type: I
Spec Yl:l Unit System:l +| Suppl Spec Bk Yl:l Al ID:I
Wage Wage Decision ID Wage Decision Description
Decision:

Genrl Wa Dczn ID

Double-click on the Contract ID to open.

ESeIect Contract

—cal

Contract 1D
A00009029C03 4079

Yendor ID

Fed State Proj Mbr Status
MH-5TP-234-9(003)/623 ACTY
MO 0 Ty

County  Lvl2 Ly~
CO76

AMAZATCI9534C cos7

NOME /02440001008, 5F ACTY
BO000SS61COT 003 MNOME/0641-023-282 CEACTY C023
BOO0TEE27FC30 M031 MWH-STP-5401[371)/RO0ACTY C023
C00000054C02 s018 NH-035-2(419)/0035029 ACTY C023
4

1].4 | Cancell

x|
@ Contract ID |

If no contract is open, click on Open folder icon to open a contract.
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5. From the Descri‘ tion folder tab, Verif‘ all fields and Verifi the status is Active.
P aasHTO SiteManager

File Edit Services ‘Window Help

pEeEe D Es v u @LeE

Yariance Pct: I 10.00
Bid Days:l E1

¥ State/Province
" Both

Desc: lQS PHALT PLANT Ml

Time Charges: IFixed Completion D ate

Bid Amt:[ " $3202.297.60
Contract Type: IW I~ Fed Dversight
Work Type:lm [~ Local Dversight Propozal Fund Type: ISTA—
Spec Yl:lﬁ Unit System: IEngIT Suppl S5pec Bk Y Iﬁ Alt ID:I—
Wage Wage Decizion ID Wage Decizion Description Genrl Wg Dcsn ID
Decision:

ﬂ[ontracts
".Dest:liplion " Lacation "'F'a_l,lment Data * Critical Dates © Frimary Frirne “"DEE Commit * Training Flan 1
Personnel Contractar
Contract 1D: [AM300PMA3II513 Fed 5t/Pr Prj Nbr: |NDNE.-’F'M-SE-DD
us: [Active Primary PCH: IMSDDF’MA39512
D Residency: |48 Funding
_ = " Federal
Progress Sched: |F'erc:ent Complete for a Time Period

6. Click on the Location folder tab and Verif; all the fields.

File Edit Services ‘Window Help

joEe2 fes s Eo0 e

[rescriptio 'F'a_l,lment Data © Critical Dates © Frimary Frirne “"DEE Commit * Training Flan 1
Personnel Contractar
Contract 1D: |4M300PMA39513 =
Location: IVAF!IDUS ROUTE'S
J
Beg Sta Nbr: IDDDD Beg Termini: ID?B Route Mbr: IC"AF!IDUS
End Sta Mbr: |0000 End Termini: IN.-"A Highway Nhl:l
Road System: IC"AF!IDUS [SCHEDULES)  Highway Type: ESPHALT COMCRETE I
Town: | i

4|

Contract County Primary County

FRINCE

7. Click on the Payment Data folder tab and verify all fields, especially the Generate Estl,

Liquidated Damages Rate Amount, and Retainage fields.
File Edi

Services indow Help

mEre s vEc o ®

* Description

Location

Payment :
Data

Critical Dates Primary

Perzonnel

Frirne
Contractor

Current Contract Amt: $3.258.847 68

$.00 Liguidated Dam Rate Aml:l $1.,000.00
[~ Auto Liquidated Dam

[~ Price Adjmnt Ind

“"DBE Commit * Training Plan 1

Contract |D: |AM300PHA39513

Generate Est1 Day: |_3 Contract Limit Amt:
Generate Est2 Day: I_ Contract Limit Pct:

.00

RETAINAGE
I~ Securities Allowed [~ Retain Stkpiled Ind [ Unlimited Escrow  Max Esciow Amt: $.00 |

-
Retainage Changes:

Work Compl Basis Effect Date Pct Pct Baze Max Pct Max Amt Lump Amt

Trgr Pct Trgr Base

VDOT Trns-port™ SiteManager™
User Manual

Section Three — Initialization - Page 89 of 126



8. Click on the Critical Dates folder tab and verify all the applicable fields. Verify the
Letting, Award, Time Charges Start, Work Begin, and Completion date fields.
Note: If any of the fields are wrong, notify the DCA as soon as possible.

1 AASHTO SiteManager
Eile Edit Services ‘Window Help

el s == = t?

Description I’ Laocation I’ Payment D al nmary Personnel © Prime Contractor ~ DBE Commit Training Flan
Contract ID: |AMI04RSB3TET2
Critical Date Description Actual Date R ired to Acti R ired to Finalize »~

e ———— T S S (A R
Auward Date 02A7/05 Y N
Signed D ate 00700400 N M
Execution Date 03/03/05 h il
Time Charges Start Date 03/10/05 N M
Price Adjustments Base Date 00700400 N M
Checked Out ta Figld Date 00/00/00 N N
Work Begin Date 03714405 N M
Contractor Bankmptey Date 00/00400 N M 8
Contractor Defauk Date 00/00/00 N N
Open to Traffic Date 00/00400 N M
Substantial ‘Work Complete Date 00/00/00 M M
Physical Work Complete Diate 00/00/00 N M =2

Critical Date Description: [Letting Date

Actual Dccunence Date: ’W v Required to Activate [ Required to Finalize

Distribution List: ‘ Recipient 1D ’7
Message Text: I

9. Click on the Primary Personnel folder tab and verify all the applicable fields. See
‘Grant Contract Authority’ at the end of Section 3 of the User Manual for information
on how to add or remove contract authority for additional personnel.

P AASHTO siteManager

File Edit Services Window Help

[mWegfsesE[0 0w

* Description " Location "'F'aymentData “Critical Das Primary Frime “"DBE Commit * Training Plan 1
Personnel ontractor

Contract 1D: EMSDDPMABSE‘I 3

Project Manager: IHIPMHDD‘I IPam Moare
Project Engineer: [RIPMHOOT |Parm Maore
Contract Designer: |MDD4
Contract Created By: ISYSTEM

r— Notification R

Contract Status Ch d to Active:
’7 User ID: IHF!BAWDD‘I Distribution List: | ‘

’r\v’mk.“ g Behind 5chedul

User ID: IEDJHW’DD‘I Distribution List: | ‘

’r[iivil Rights E tion Report G ted: ‘

User ID: IEUMWEDD‘I Distribution List: |
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10. Click on the Prime Contractor folder tab and verify all the applicable fields. If contract is

federally funded, the DCA should have checked the Payroll Required box prior to activation,

and also should have entered the Frequency in Weeks.

P AASHTO SiteManager

File Edit Services Window Help

L LA I PR

* Description “" Lacation "'F'a_l,lmentData “Critical Dates © Primay Prime N\ DBE Cammit * Training Plan 1
Personel Contractor
S~—

Contract ID: |4M300PMA3II513

Cui = ULIUS BRANSCOME, INC.

Payroll
<Jj|7 Hequired  Freq in Weeks: |4 ){ax Subcontract Pct:l F0.00 [~ Subcontractors Paid
Wkluplw Type Desc: ISpaces

Date: [00/00/00

[~ Joint Yenture

Banl

Defaulted
I Indicator Reason: ISpaces
Original Prime Contractor: | |

Prime Contacts:

Contact Hame Contact Type Uszer Id

Prime Associates:

Assoc Yendor ID Associate Short Name

M5, UNDERWRITERS
LT CO. OF READING, PA.

Aszociate Type

suoo3 AMERICAN

Surety

11. Click on DBE Commit folder tab and verify DBE Work Class.

P aasHTO siteManager

File Edit Services wWindow Help

EE LR ee

7 Descripion ~ Location - Payment Data * Critical Dates © Prime ( DBE Commit *

Contractor

Frimary
Personinel

jning Plan

Contract ID: |4M300PMA359513

DBE Goal Percent: I .an

— DBE C

DBE Work Class: ISpaces « -
DBE Goal ¥alue: |$.DD

Original Amount: I $.00
Total Cumrent Pct: I .00

listed.

If a DBE Work Class
exists, review to
ensure correct one is

Total Current Amount: $.00

—Total DBE Sub

tracts
Installed to Date: I $.00
Towards Goal: $.00

Mot Towards Goal: $.00

Amount: I $.00
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12. The Training Plan folder tab will not be used in SiteManager now (may be for future use)

E3aAsHTO siteManager

File Edit Services ‘Window Help

=L ERAEE e

“ Description ~  Location  Papment Data © Critical Dates © Primang . Prime “"DEE Commit '/ Training
Perzonmel Contractar Plan
~N
Contract 1D: [AMI00PMAIIST 3
Planned Training Hours:l .00 Total Hours Uzed To Date: I ]
Training Unit Price:l £.00 Total Hours Paid To Date: I ]
Planned Humber of Trainees:l Actual Humber of Trainees: I i}
4 I | » I

13. If anything is wrong, contact the DCA before proceeding. Once a DWR has been entered,
a contract cannot be put back on “pending” status to correct data.
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C.2. Verify PCN Descriptions/Counties/Indices

1. Login to SiteManager. Then, at the Available Groups window, select the Grp Id

“Project Manager” and click OK.

SiteManager Logon

T port
g 3iteManager:

'_1 L‘ Construction Management Software
Y
o)

User ID: |RIKFHOO1

Password: Iw‘ﬂ
Connect to: Isewe| 'I

Logon I Close |
Copyright @ 1336 by the Amernican Association of State
Highwway and Transportation Officials, [ne.
444 Marth Capitol Street, Mw, Suite 249
Washington, D.C. 20001 .54, [202] 624-5800

Change Password |

|Enter the User Password,

Available Groups For RIKFHOO1

Gip Id | Group Mame [l
SkAIME |SiteManager |nguiing Group
INSP |nzpector
StAADMIM - |Sitetdanager Administrator
Proj Eng Project Engineer
Fe: Engr  |Resident Engineer -
Select the Group for the session. (1].4 I

2. Double-click on Contract Administration.

ESiteManager Panel

Main Panel T

Contract Administration|+]

Fipeline and

ct Draily work:
ation [+ Zipl+]

Feports[+]

Contractor
Fayments[+]

W B =5 4 O m

Change
Orderz{+]

Civil Rights[+] b aterialz

M anagement(+]

Accessones(+)

=

b anuialz(+]

3. Double-click on Contract Records.

M siteManager Panel

Main Panel

I

Contract Adminiztration{+]

I

Contract Becords(+]

i

Reference
T ablez(CA+]

&

Cantractaor
Management(+]

i

F

Reparts [CA+)

Process List
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4. Double-click on Projects.

E SiteManager Panel 5|
tain Panel T Caontract &dminiztration(+] T Contract Records(+]
Hijgstone 7
v B =
! g
Contracts Milestones Categoniez Itemsz Contract Contract
Funding Authority
¢ = i
g ks il
Kep Dates Checklist Checklizt Event Permits Carezpondence Plan Stockpiled
Scheduled [rates Log Digcrepancies I aterials
Events
Force Accounts Design Digputes/Claims D55 Contracts
Evaluation

5. If a contract is not open, the Select Contract Project window will appear. Scroll down the
list of contracts and select the appropriate Contract ID.

ESelect Contrack Project

— Selection

Contract 1D |
Project Mbr I

Find : |

— Contract 1D

Yendor 1D

Contract 1D

B042 MOME/PM-SE-00

Fed State Proj Hbr

ACTY
AMAZ4AIC3T584C Cog7 MNOME /02440001008 5F ACTY
BO00O0GSETCO1 Mooa MONE/0E41-023-282 C ACTY
BOO01EE27C30 MO MH-5TP-5400[371)/R000ACTY
CO0000054C02 5018 MH-035-2(413)/0035023 ACTY

Ik | Cancell

Status

County  Lvl 2 Ly+

CO7e 0, 43
Cooo iy nz
C029 [ A7
Cco23 04 47
Co23 (I3 A7
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6. Select the PCN.

ESelect Contract Project x|

— Selection

Cottract D I AMI00PKA3T513
Project Mbr I

Find : |
— Project Nbr

PCN Fed State/Prov Prj Nbr Description
14 I00PH, . MWOME.Fh4-3E-00 MAINTEMAMCE RESURFACING
b4 900PH 439513 MOME/Ph-SE-00 MaINTEMAMCE RESURFACIMNG

7. Click on the Description folder tab and verify all the applicable fields.

P aasHTO siteManager

File Edif Services window Help
(DR EE 0SSy
E-'!"‘:.,,n:cl:s

Counties ¥ Adjustment Indices

Contract ID: EMSDDPMASSSH

Project Nbr: [M300PMA&3351: Fed St Prj Nbr: [NONE/PH-3E-00 Alt Pr ID: |

Description: [MAINTENANCE RESURFACING Spec Yr:[1334

Description: | Unit Sys: IEngT
Status: [CONSTRUCTION (15T SUE [~ Complete Auth Pay Limit: [f418,68378

[T Release Retainage Acct Prj Nbr: I
Pri Type: ISCHEDULE RaaP Work Type: |MAINTENANCE SCHE Surface Type: IN,-'A

Route Nbr: [+003 SectNbr:[0000  Road System: [PRIMARY
Road Name: [VARIOUS
Location: [FRINCE WILLIAM COLNTY Engr Pet: [12.0000
Location: | Work Site: W
Beg 5ta: IDDDD— Beg Termini: ID?E— L atitude: IW
End 5ta: IDDDD— End Termini: IN;"A— Longitude: W
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8. Click on the Counties folder tab and verify all applicable fields.

FIaAsSHTO siteManager

File Edit Services Window Help

E=CTEIEE ]

Counties

Contract ID: |AMI00PMA3SET3

Drescription Adjustment Indices

Project Mbr: IMSDDPMA39512 Fed State Project Mbr: INDNE.-"F'M-SE-DD
Description: [MAINTENANCE RESURFACING
Location: [PRIMCE WiLLIAM COUNTY

Available Counties Project County Proj Len %

Add > PRIMCE 'WILLLARM 100.00
Add Al ->>
<- Remove
<<- Bem All

9. Click on the Adjustment Indices folder tab and verify all applicable fields.

FIaAsSHTO siteManager
Fle Edit Services Window Help

E=CTEIEE ]

Drescription Counties

i Adjustment Indices

Project Mbr: IMSDDPMA395‘|2 Fed 5tate Project Nbr: INDNE.-"F’M-SE-DD
Description: [MAINTENANCE RESURFACING
Location: [PRIMCE WLLIAM COUNTY

Indx Type  Available Price Indices ~ Indx Type Project Pay Adimnt Indices
hﬁ- Add| > |

F2a4 FUEL 1.44 L/CU M

F245 FUEL 1.44 L/CU M Al Al s

F201 FUEL 1.44 L/CU M |
<- Remove

F211 FUEL 1.44 L/CU M

F213 FUEL 1.44 L/CU M <<- Bem A!Il

< | _>l_I

10. Repeat Steps 1 through 9 for each PCN to verify PCN descriptions, counties, and indices.

Contract ID: |AMI00PMA3SET3
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C.3. Verify PCN Items

1. Login to SiteManager. Then, at the Available Groups window, select the Grp Id “Project
Manager” and click OK. If you would like to verify items using a report, skip to the
next section, “Print Item Quantity Report”.

SiteManager Logon

Trns port

SiteMana
A

Construction Management Software

ger

User ID: [RIKFHOOM

Password: I*Wi
Connect to: Isawm ‘I

Logon I Change Passwuldl

Close |

Copyright @ 1998 by the American Association of State

Highway and Tranzportation Officials.

444 Morth Capital Street, N.w., Suite 243
‘wiashington, D.C. 20001 LL5.A, [202] 624-5800

Ine.

IEntel the User Password,

Available Groups for RIKFHOO1

Grp Id I Group Hame |A
ShING |SiteManager | ngquiry Group
IMSP Irzpector
SMADMIM  |SiteManager Administrator
Proj Eng Froject Engineer
RezEngr  |Resident Engineer -
Select the Group for the session.

2. Double-click on Contract Administration.

E SiteManager Panel

Main Panel

Draily ‘wark
Reports[+]

oz )

Accessones(+)

ntr

b anwals(+)

T Contract Admiriztration(+) ]

Fipeline and
Zip[+)

¢ 2 @

Change
Orders(+]

Contractar Ciwil Fights{+]

Papmentsz([+]

3. Double-click on Contract Records.

ESiteManager Panel

I aterials

t anagement|+]

b air Panel

T Contract Administration[+] r

i

Reference
T ables[Ch+]

&

Contractaor
tanagement(+]

Contract Records(+]

i

v

Reports [Ca+)

Process List
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4. Double-click on Items.

ESiteManager Panel

b ain Panel T Contract Records(+] T
HMilgztono
B & &)
Z I
Contracts Milestones Projects Categories Items Contract Cantract
Funding Athonity
&g &\ T
Z 3, .JI
Fey D ates Checklizt Checklizt Event Fermitz Conespondence Flan Stockpiled
Scheduled Dates Log Dizcrepancies b aterials
Events
Force Accounts Drezign Digputes/Claime 055 Contracts

Ewaluation

5. If a contract is not open, the Select Contract Project window will appear. Scroll down the
list of contracts and select the appropriate Contract ID.

ESelect Contrack Project x|
~ Selection

Contract 1D |
Project Mbr |

Find : |
— Contract ID

Yendor ID Fed State Proj Nbr Status County Lwl2 Ly~

Cry ENE

AMI00PMAZIETZ

ACTY 0,
AMa241C335840C Cco3y NOME /02440001008, 5F ACTY 0&,
BOO00SSE1TCO1 MO0s MHOME /0641-023-282 C5 ACTY [,
BOO016E27C30 031 MHH-STP-5401 (371 /RO00LACTY [,
CO0000054C02 s5018 MH-095-2(419)/0035029 ACTV [,

‘ﬁ

oK | Eancell
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6. Select the PCN.

P select Contract Project

~ Selection

Contract (D

I AMA00PMAIIET3

Froject Mbr

Find : |

— Project Nbr

M300PMAIIST3

Fed State/Prov Prj Mbr
MNOME /PM-3E-00
MNOME /PM-3E-00

Descri
MAINTEMAMCE RESURFACING
MAINTEMAMCE RESURFACING

ption

7. Click on a Contract Item and click OK

P select Contract Item x|
~ Selection
Contract | Ak S00PkA39513
Project | 14 I00FPk 439512
Contract [kem I
Find : |
— Contract [tem
Project Mbr Category Nbr Line Hbr  Item Code Deszcription -

1 00F k2 0400
M300PMAZI51 0400
M300PMAZIST 0400
M300PMAZI51 0400
M300PMAZI51 0400
1300PMA3357 0400
M300PMAZI51 0400

AGGR. BASE MATL. TY. |
MNS &5PHALT COMCRETE
ASPHALT COMCRETE
ASPHALT COMCRETE
ASPH. COMC. T,
FLEXIBLE PAYEMENT
FURNISH PORTABLE
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8. Verify fields in the Items window.

9. Repeat Steps 6 through 8 for each Contract Item. Exit when completed.
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C.4. Print Item Quantity Report

Print this report to see the Item status.

1.

“Project Manager’ and click OK.

siteManager Logon

Trms port

~5|tEMana

L‘ Construction Management Software
N

ger

= Gipld | Group Name [«
User ID: [RIKFHO0 SMING |Sitetd anager Inguiry Group
(Pes | ] INSF Inspectar
Connect to: |Server d SMADMIN - |Sitetd anager Administrator
Logon |  Change Password | Close |
Copyright @ 1936 by the American Association of State Froj Eng Froject Engineer
Highway and Transportation Officials, ne. - -
444 North Capitel Street, M./, Suite 243 Fes Engr  |Resident Engineer -
Washington, D.C. 20001 UL.5.4, [202] 624-5800
Enter the User Password Select the Group for the session. (114 I

Log in to SiteManager. Then, at the Available Groups window, select the Grp Id

Awailable Groups for RIKFHOD1

2. Double-click on Contract Administration.

ESiteManager Panel

I

Main Panel Contract

]

Adrinistration|+]

[Draily work,
Reports(+]

e W0

Accessories(+)

Fipeline and
Zipl+]

M anuals(+]

Contractor
Papments[+]

g B B8 ¥ @ m X

Change
Orderz(+]

3. Double-click on Reports icon.

ESiteManager Panel

Materials
tanagement(+]

Civil Rights(+]

I

&

Main Panel

i

Reference
Tables[Ca+)

Contract
Records(+)

Contractor
i anagerment(+]

Contract Admimstration[+]

|

Reports [Ca+]

Process List

4. Double-click on Item Quantity icon.

ESiteManager Panel

b ain Panel T Cartract Adrinistration]+] Reportz [CA+]
5 B I g B

Contract Status Fequired Itern Quantity Iter Wark DizputesClaim  Subcontract Contractar
Diocuments Report Summary YWalue Current Statuz
Schedule ? m
@ REFORTS
Contractor Past Paszt View Saved
Behind Higtorpswiork. Histo-Claims  Reports [PSR)
Scheduls Completion

5. Right click in the blank Contract ID box. A magnifying glass will appear.
Click on search to search for a contract.
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ﬂRepnrt Criteria

6. The Contract ID should populate in the Contract Item Quantity Criteria window.
Check the All Item Status check box and click OK.

ﬂRepurt Criteria

A0 I00PHA355
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Item Quantity Report, example:

P AASHTO siteManager

File Edit Services ‘Window Help

Dl ? ZSEE + 4|

Eltem Quantity

Zoom: |1l]l] -l Copies: |1 - |

To Print the Report:

7. To print the report, click on File|Print.
P aaSHTO SiteManager
’ﬁ Edit Services ‘Window Help

RPT-ID: RCAITQTY Commonwealth of Yirginia DATE: 6/5/2002
USER: RIKFHOD1 Department of T p PAGE: 10of 5
Contract ID: 4M300PMA3551 ITEM QUANTITY REPORT
Line Status Bid Unit Original MetC O Oty Instl Oty Paid Final Final
Mbr  Type Quantity Price Amt Qty ToDate To Date Quantity Amount
Project Humber:  M300PkA3S512
Itm Cd: 04571-266828 Description : ARCH PIPE 87" % B3" Unit Type: E
1 Aclive 0.00 264.00000 0.00 200000 0.000 0.000 0.000 0.000
Project Totals Original Amount: 0.00 Final Amount: 0.000
Itm Cd: 03605 Description - DROP [MLET DI-T4F TY. |, L=4.2 M Unit Type: M
0195 Active 0.00 50.00000 000 50000 0.000 0.000 0.000 0.000
Project Totals Original Amount: 0.00 Final Amount: 0.000
Itm Cd: 16242 Description : AGGR. BASE MATL. TV | Unit Type: E
0005 Active 217.00 10.30000 223810 0.000 87.000 87.000 0.000 0.000

Open Chrl+C h n §| + + |
Close Chrl+F4
Save Ctrl+3

Main Panel  Chrl+M

Bt Gl CAITQTY Commonwealth of Yirginia DATE: 6/9/2002
USER: RIKFHOD Department of Transportation PAGE: 10of 5
Contract ID: AM300PMA3951 ITEM QUANTITY REPORT
Line Status Bid Unit Original MetCO Oty Instl Qty Paid Final Final
Mbr  Type Quantity Price Amt Qty To Date To Date Quantity Amount
Project Number:  M300PMA39512
Itm Cd: 04571-26688 Description - ARCH PIPE 87" % 63" Unit Type: E
1 Active 0.00 264.00000 000 200000 0.000 0.000 0.000 0.000
Project Totals Original Amount: 0.00 Final Amount: 0.000
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To Export The Report to EXCEL:

8. To export the report to Excel, click on Services|Export to save the file in Excel.

FJaasHTO SiteManager

File Edit | Services Window Help

——

JJ H Process Skakus

RPT-ID: RCAITATY Commonwealth of Virginia DATE: 6/5/2002
USER: RIKFHOO1 D p i PAGE: 10of 5
Contract ID: AM300PMA3S51 ITEM QUANTITY REPORT
Line Status Bid Unit HetC O QtyInstl Qty Paid Final Final
Mbr  Type Quantity Price Qty ToDate To Date Quantity Amount
Project Number:  M300PRA39512
Itm Cd: 04571-26688 Description : ARCH FIPE 87"'% 63" Unit Type: E
1 Active 000 264.00000 200.000 0.000 0.000 0.000 0.000
Project Totals Original Amount: o.oo Final Amount: 0,000
Itm Cd: 03605 Description : DROP IMLET DI-14F T, |, L=4.2 M Unit Type: M
0195 Active 0.0 50.00000 50.000 0.000 0.000 0.000 0.o00

Name the file. Click in the Save As box and use the drop down list to choose

Excel File (*.xIs). Click Save.

21

Save in: Ia My Documents

~| « @& e BB

My Pictures
Ikem Qbv Rep PMA400
k.athy's Tkemn Qiby Rept

File name: IF'I'-.-1.£'-. Item Oty B-05-02

Save az type: |[=EE=RElE

A window will appear to indicate the file has been exported to an Excel (xls) file.

Click OK.

Exporting File...
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9. To view reports that were exported to Excel, go to the location where you saved the file

(My Documents).

[EN My Documents

File Edit ¥iew Favorites

Help

4= Eack « =y v | @Search |%FD|E|E!I’S @ | [EE EB HC o | '

Address I@ My Documents

Folders

m Desktop
E@ My Documents
@ My Pickures
@, My Computer

; Il Metwork Places
@ Recycle Bin

4 Inkernet Explorer

sy

[
My Documents

PMA Item Qty 6-05-02
Microsoft Excel Worksheet

Modified: 6/5/2002 2:32 PM
Sizet 12,1 KB

Attributes: (normal)

L)

My Pictures

i

Kathy's Item
by Repk ..,

P& Tkerm Qby
Rept.PSE

[,
v

AMIOOPMA, ., Ttem Qby Rep
Ttem Qby R...  PMA400

)

Kathry's Ttey
by Reph
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Examp

Ed Microsoft Excel - PMA Item Qty 6-05-02

le of the Excel report:

J@ File Edit Wiew Insert Format Tools Data Window Help
DNedeaRy | taa- - (@= s @E 2 e ST
Al ﬂ =| prj_nbr
A | B [ ¢ T o [ E [ F [ & [ H T 1 T 1 T K L [ wm | W | o | —

1 ot nbr lin_itr_nbr itm_cd bid_gty  unt_pric  stat_t fnl_gty net_c_o_g gty_instl_t gty_pd_to_descl unt_t cont_id =
| 2 \ME00PKAN 0457 1-266! 0 264 ACTY 1] 200 1] 0 ARCH PIFLF. AMINOPRAIZETS
| 3 MI00PKADIZE 08605 ] A0 ACTY a &0 a 0 DROP IML EA AMIODPKAIDETS
| 4 |MI00PKA 0005 16242 217 10.3 ACTY a a a7 87 AGGH. BATON AMIODPKAIDETS
| 5 |M3200PKADDTO 16325 5184 36.5 ACTY a a 2 2 NS ASPH:TON AMINOPKMAIZETT
| 6 |M300PKADDTS 16330 557 28,5 ACTY a a a 0 ASPHALT TON AMINOPMAZZETS
| 7 M300PkA D020 16365 1369 2949 ACTY 0 ] 1200 1200 ASPHALT TON AMINOPRAIISTS
| 8 MSY00PkA D025 16376 127 26.9 ACTY 1] ] B5 B5 ASPH. CCTON AMINOPRAIZETS
| 9 M200PKADO30 16386 114981 018 ACTY a a £3800 53800 FLEXIBLE 5Y AMIODPKAIDETS
| 10 | M200PKA 0035 24277 2 200 ACTY a a 1 1 FURMISH EA AMIODPKAIZETS
| 11 | M200P KA 0040 51615 54674 0.49 ACTY a a a 0144 ENCLLF AMINOPKMAIZETT
| 12 | M300P kA 0045 24032 45857 0.36 ACTY a a a O TYPEEB CLF AMIOOPMAIZES
| 13 | M300P kA DOS0 54034 536 0.95 ACTY 0 ] 125 1258 TYFEEB C LF AMINOPRAIISTS
| 14 | MY00PRA D055 54042 1134 3.09 ACTY 1] ] 1] 0 TYPE B C|LF AMINOPMAIZETS
| 15 M200PKA D0E0 54075 44494 1.77 ACTV a a a O TYFEB CLF AMIODPKAIDETS
| 16 | M300P KA 00BS 4077 4800 3.54 ACTY a a a O0TYFEB CLF AMIODPKAIZETS
| 17 | M300P KA 0070 24217 496 30.9 ACTY a a a 0 SNOWY PLEA AMINOPMAZZETS
| 18 | M300F A 0075 54300 40 51.5 ACTY a a 23 23 PAVEMENEA AMIOOPMAIZES
| 19 | MSY00P kA D030 56022 750 0.26 ACTY 1] ] 1] 01" METAL LF AMINOPRAIZETS
| 20 M00PKA 0005 10499 7000 2ACTY a a a 0 NS PAVEREY AMIODPKAIDETS
| 21 |M900PKA 0010 15309 15000 0.3 ACTY a a a 0 NS PAVENS.Y. AMIODPKAIDETS
| 22 | M900PKA D015 16242 711 10.3 ACTY a a a 0 AGGR. BATON AMINOPKMAIZETT
| 23 | M300P KA 0020 16330 13351 28,5 ACTY a a a 0 ASPHALT TON AMINOPMAZZETS
| 24 | M3I0OP KA D025 16335 38186 25.09 ACTY 0 ] 0 0 ASPHALT TON AMINOPRAIISTS
| 25 | MSY00P kA D030 16337 110 35 ACTY 1] ] 1] 0 ASPH. CCTON AMINOPRAIZETS
| 26 MI00PKA D035 16355 17908 28.33 ACTY a a a 0 ASPHALT TON AMIODPKAIDETS
| 27 | MI00PKA 0040 16365 494 2943 ACTY a a a 0 ASPHALT TON AMIODPKAIZETS
| 28 | M200P KA 0045 16376 4052 26,9 ACTY a a a 0 ASPH. CCTON AMINOPKMAIZETT
| 29 | M300F kA 0050 16386 675453 018 ACTY a a 15000 15000 FLEXIBLE SY AMIOOPMAIZES
| 30 | M300P kA D055 24279 200 10 ACTY 0 ] 0 0 PORTABL HR AMINOPRAIISTS
| 31 | MY00P kA 0200 50543-268 0 25 ACTY 1] 50 1] 0 COMC. FCEA AMINOPMAIZETS
| 32 M00PKA D210 £0552 ] 25 FEND a a a 0 CONC.FOIEA AMIODPKAIDETS
| 33 | MI00PKA 0060 51615 88736 0.49 ACTY a a a 0144 ENCLLF AMIODPKAIZETS
| 34 | M300P KA 0065 51911 43130 3.06 ACTY a a a 0 NS SAW (LF AMINOPMAZZETS
| 35 | M300F A 0070 51911 7520 16.32 ACTY a a a 0 NS SAW (LF AMIOOPMAIZES =
144 [» [pI[\PMA Ttem Qty 6-05-02 ] coTT T T HJJ

Ready

To Save File Within SiteManager:

[ [ I

10. To save report that can only be reviewed within SiteManager, click on File|Save.

FIaasHTO siteManager

Open
Close

i
Print

Main Panel

Exit

=1
File Edit Services Window Help
o buébr *|
Chrl+F4
=
ChrHs
oy s !
Crlp =
ChrH+M
Alb+F4 .
CAITQTY Commonwealth of Yirginia DATE: 6/5/2002
USER: RIKFHOO1 Department of Transportation PAGE: 10of5
Contract |D: AM300PMA3351 ITEM QUANTITY REPORT
Line Status Bid Unit Original MetCD Qty Instl  Qty Paid Final Final
Nbr  Type Quantity Price Amt Qty To Date To Date Quantity Amount
Project Humber:  M300PMAZI512
Itm Cd: 04571-26688 Descnption : ARCH PIPE 87 X% 63" Unit Type: E

1 Active 000 264.00000 000 200.000

Project Totals Driginal Amount: 0.00

0.000 0.000 0.000

Final Amount:

(0.000

0.000

Itm Cd: 0BEDG Description : DROP IMLET DI-T4F TY. | L=4.2 M

Unit Type: N

0195 Active oo 50.00000 000 50000

0.000 0.000 0.000

0.000
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(A) Name the report. Click Save. It is saved as a PSR report that can only be reviewed within
SiteManager.

Save Report To: ﬂil

= & £f EE-

Save in: I@ My Documents

@My Pickures

File name: |.AM9EIDF'M.¢395‘I Itern Gty Feporf Save I
Save as bype: |Heport File  [*PSR] ﬂ Cancel |

(B) Then, a small Exporting File window will appear to indicate report is being exported to
a PSR. Click OK.

Exporting File...

11. To view a saved PSR report, double-click on Contract Administration.

ESiteManager Panel

Main Panel I Contract Administration(+] ]

S i FEE

Draily whork Fipeline and Contractor Change Civil Rights[+]  Accessories(+)
Feports(+] Zipl[+] Payrnents(+] Orders(+]
|
U
System I anuialz(+]

Administration(+]

Double-click on Reports.

[ ain Panel T Contract Administration[+] T Fieparts (Ca+) I

i i

Reference Cantract Contractor
T ablez(Céx+) Records(+]  Management(+]
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Double-click on View Saved Reports.

E SiteManager Panel

&L

Contract Status Required Iterm Quantity Itemn Yok Digpute/Claim  Subcontract

Documents Feport Summary Walue
siguulc

Cantractor Paszt Paszt
Behind Histor-wiork.  Histony-Claims
Schedule Completion

Select the PSR file and click “Open”.

Select PSR File
Loak ji: Ia by Documents _"l 4= =% -
| My Pictures Select

AMIANOPME395] Tkem Oty Report, PSR

< your file
PMA& Ttem Oty Rept PSR

M ain Panel T Contract Adminiztration(+) T Reports [CA+)

Contractar
Current Status

d b

File name: I.-’-‘«M S00PRAZSET Tter Gty Repart Open I
Files of type: | Repart Files [ psi) | Cancel |
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C.5. Mark Critical Items
(Initialization process) This provides instructions for the PM to mark Critical Items if the DCA

has not done so.
Note: DCA can do this when reviewing Earnings Schedule. If Critical Items are not marked,

the contract progress will be tracked as normal Progress Schedule and not Earnings Schedule.
1. Log on to SiteManager and select the appropriate User Group ID (Inspector or Project Manager)

2. At the SiteManager Main Panel, double-click on Contract Administration.

ESiteHanager Panel

Main Panel Contract Administration[+] ]

i
B &5 &4 @ m 6

o
2

D aily wWiork Fipeline and Cantractor Change Civil Right=[+] Accessaries(+]
Reportzs(+] Zipl+] Faymentz(+] Orders(+]
|
)
System M anuals[+]

Adrminiztration]+]

3. The Contract Administration panel opens. Double-click on Contract Records.

ﬂSiteManager Panel

| M ain Panel T Contract Administration[+] T Contract Records(+)
Reference Contractor Reports [CA+]  Process List
T ables(Ch+] I anagement(+]

T Contract Administration(+] T Contract Records[+]
= = :
¥ m
Contracts Milestones Frojects Categories Contract Contract
Funding Aathority
& =N T
&5 i 4
Key Dates Checklist Checklist Event Fermitz Corespondence Flan Stock piled
Scheduled Drates Log Dizcrepancies b aterials
Ewents
Force Accounts Design Disputes/Claims D55 Contracts
E waluation
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5. Click on the Open Folder icon. Double-click on the appropriate Contract ID to select

the contract.

ESelect Contract Item

—Gal

Contract |
Project I

Cantract ltem |

Find :

-~ Contract

Vendor ID

Status County

Fed State Proj Nbr

NH-8E8-8[020)" 4 51 96E ACTY
B00057435C02 E314 NH-084-1[103)/(F0)0064 PEND Cooz
BhiB02PM| 295259 ADDE NOME/PMBI0Z ACTY Cogt
BhiB02T PASTE17 4231 NOME/TPBADZ PEMND C368
Bt4B02TPES7E17 NONE/TPBBOZ PEND C368

0g
0g
0g
0g
0g

Lvl2 Ly~

ok | Eancell

6. Double-click on the appropriate Project Number (PCN).

ESelect Contract Item

—tal

x|

Contract I S00035045B03
Project I
Cornitract lter |

Find :

~ Project

Fed State/Prov Prj Nbr Description
32 111132404 SUPERSTRUCTURE REPLACEMENT

oK | Cancel

7. Double-click on the appropriate Contract Item.

ESelect Contract Item
Contract | 500035049803
Project I 00035043803
Cartract ltem | (0005
Find :
- Contract ltem
Project Nbr  Category Nbr Line Nbr  Item Code Description
000350459603 0003 0170 24281 ELECTROMIC aRROW
000350459803 0003 0180 24280 TRAFFIC BARRIER
00035049803 0003 0185 27102 REGULAR SEED
00035049803 0003 0150 27103 OVERSEEDING
00035049803 0003 0135 27215 FERTILIZER15-30-15)
00035049803 0003 0200 27250 LIME

114 | Eancell
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8. Click on the critical check box. Then click Save =

P AASHTO SiteManager
File Edit Services Window Help

ELLEAEEE =

Contract ID: IEDDDESMSBDS Project Mbr: IDDD3SU4BBDB

Line Item Mbr: 0175 Category Nbr: IDUUS vl

Item Code: 24252 Units Type: [HOURS Spec Year: |1 994
Description: |FLAGGEF\ SERVICE
Major Item: [ Specialty: [ Status Type: |Pending |

Unit Price: I 41000000 Bid Qiy: I 100,000 Bid Amt: I $1,000 00

Related Item: | VI

Pay Plan Qty: [ Suppl Desc Req'd: [

CO Nbr: |DDD Pend CO Qty: |0 Pend CO Amt: |D Net CO Qty: |D

|

9. Click Open == and repeat Steps 7-8 for each item that needs to be marked Critical.

10. To verify the Progress Report Type is marked Critical, return to the SiteManager Main Panel
and double-click on the Contract Administration icon.

P siteManager Panel

Main Panel Cantract Administration(+] ]
a B . ¥ © m B[
Doaily \whork Pipeling and Contractor Change Civil Rights{+] Accessories[+]
Fieports(+] Zipl+) Payments(+] Orders(+]
|
)
Supstem W anuals(+]

Ldminiztration(+)

11. Double-click on Contractor Management.

ESiteManager Panel

I ain Panel Contract Adminigtration[+] I Contractor Management(+) |
| = ﬂm 2
Feference Contract

l Fepoits [CA+)  Process List

Tables(CA+) Records(+]

12. Double-click on the Progress Schedule icon.

ESiteManager Panel

Main Panel T Contract Administiation(+] T Contractor Management{+]
g T =
= & $ H e
Conztruction Subcontracts Contractor Document Contractor Document
Conference Payrallz Submission Evaluation Submission
Review
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13. Use the drop-down arrow in the Progress Schedule Type field to scroll through and select the
appropriate Progress Schedule Type, Percent of Critical Items Complete.

Then click on Save =

EProgress Schedule
Contract |D: |5300035043803

Description: |DD1 1-132-/04 BEO3

Fed/State/Prov Prj Nbr: |BF|51 32(106)/0011132/04 Time Dhalgfype: IEa\Endar Days

EARNING = % Critical Items
Complete

Percentag|

Location: |F|TE 11 OWER RTE. 254
Prime Contractor: |D. A BROWM, INC. % Current D ays: W
Progress Schedule Type: |Percent of Critical ltems Complete - Yariance Pct: W
Critical Path kMethod
g::ﬁ?;ﬁn‘l Percent Complete for a Time Period ;Iglil
Iw 00,00 Perc: iitical ltems Complste = Schedule for Cortract S0003S049B03

=
Schedule Days

[ sz anar 1 2acm amrs B pacim e

PROGRESS = % Complete
for a Time Period

14. Ensure there is a progress schedule entered. If not, contact the District Contract Administrator.

15. Contact the DCA to notify them that all critical items have been marked and verified.
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C.6. Reference Tables Used In DWRs

C.6.a. Vendor Master List

The Contractors folder tab in Daily Work Reports lets the User enter daily data on the Contractor,
supervisor(s), and variable labor (by personnel type). Each Contractor (vendor) has a master list of
equipment, personnel, supervisors and staff members associated with them. Each contract has
different items from the Contractor’s vendor master list associated with it. Updating these master
lists allows Inspector/Project Manager to select needed items when creating a Daily Work Report.
If items are not available while doing a DWR, the vendor/contract master lists may be updated.

Note: If a contract has subcontractors, the DCA would need to add the subcontractors to the contract
in SiteManager to enable the PM or Inspector to enter equipment, etc., into the DWR master lists.

If you add a record to the Vendor Master List and it is marked ACTIVE, it is available statewide
to any contract. Therefore, you shouldn’t ever unclick the ACTIVE button.

Vendor Master Lists do not necessarily need to be set up at the beginning of the contract and
do not have to include every piece of equipment the contractor lists, but they only have to
include the ones that are being used on VDOT contracts.

o Vendor Master Lists are statewide. If you have a contractor that is also
working on another contract in another location, remember to not delete,
inactivate or change any records that were not entered by you. If the data was
already there from another contract, you can use it on your contract and you
can also enter additional records that relate to your contract.

o Equipment that is used on the contract are the only ones required to be entered
into SiteManager into the Vendor/Contract Master Lists, even though the
Contractor may be supplying you a list of all equipment that he owns.

**These lists do not have to necessarily be set up at the beginning of the contract, but only have to be
set-up prior to use of the data on a DWR that will record information on this equipment, personnel,
etc. It can be entered as needed or in phases.

1. Login to SiteManager
2. At the Available Groups window, select Group ID “Project Manager” and click OK.
3. Double click on Daily Work Reports on Main Panel
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4. Double click on Reference Tables.

ﬂ SiteManager Panel

] I

Main Panel Daily Work Reports(+]

=

Fieference Tables(DWH+]

Daily wark. Diary Diiary Histary
Feports Adjustments Template D'wWF Template Usage Report
Process List f

5. Double click on Vendor Master.

ﬂ SiteManager Panel

[ I I

Reference Tables[D'WH+]

L

'l Contract b aster
List

6. Double click on a Vendor ID. Note: Ensure that the Vendor you select is actually the vendor

assigned to the contract. For example, there may be many vendors with similar names.
To ensure that you get the correct contractor, look for the proper “Vendor ID”” number.

SHIRLEY CONTRACTIMG CORP.

M vendor Pick List [<]
"¢ olech
@Vendor I
Find : ||
—¥Yendor
Yendor |d Yendor S5hort Name Yendor Type ;I
ROOO7 RICK"S TESTING WEMDOR TvPE CURRENT
ROB4 ROCKY MOUMT PAYVING CO 5 -YALUE LOADED FROM

LUE LOADED FROM

SE234 SMITH AND JONES CONSTRUCTION COIMC. |C - WaLUE LOADED FROM
58230 SMITH AND JOMES CONSTRUCTON CO., INCC - ¥ALUE LOADED FROM
Tom TALBOTT MARKS CO., INC. C-YaLUE LOADED FROM
ADBE1 TEST DBE YENDOR 1 C-YaLUE LOADED FROM
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7. To add Equipment, click on Equipment radio button. Click below the Equipment panel in

the gray area. Then click on New icon. A blank row is inserted beneath Equipment
Description for you to enter the new information.

FJAASHTO SiteManager
File Edit Services Window Help

N RAIET ]

ﬂ\"endul Master List

Yendor ID: [3000 |adna44 BEGINNING OF FILE INDICATOR
< o Equip@ " Personnel " Supervisor " Staff Member
Equipment [ Active
E quipment Description 1D Indicator

Enter the equipment description. Remember to click on the Active Indicator if this equipment is
active on this contract. Repeat the process to insert equipment as needed. Equipment may be

active on another contract that this Contractor is working on, so be very careful when deselecting
active.

FIAASHTO SiteManager

File Edit Services Window Help

mP®2 DS gl

ﬂ\fendol Master List

Vendor ID: [A000 |pAaA84 BEGINNING OF FILE INDICATOR

' Equipment " Personnel

" Supervisor " Staff Member
Equipment | Aclive
E quipment Description 1D Indicator
Gradall 123456 v
Backhoe 2468597 v
Cump Truck, 111111 v
Chipper/Shredder 222222 v
Bulldozer 333333 v

8. Click on Save icon.
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9. To add Contractor Personnel. Click on Personnel radio button. Click on Personnel Type.

Click on New icon. Enter Personnel Type and click on Active indicator if active on this contract.

When finished adding Personnel, click on Save.
FIAASHTO SiteManager

File Edit Services Window Help

= A

EEGIMMIMG OF FILE INDICATOR

~ Supervisor ¢~ Staff Member
Active
Indicator
Laborer v
Gradall Operatar v
B ackhoe Operatar v
Bulldazer Operatar v
Crurnp Truck Driver v

10. To add Supervisor, click on Supervisor radio button. Click on Supervisor panel and click on New

icon. Enter Supervisor’s name and click on Active indicator. When finished adding Supervisors,
click on Save.

FJAASHTO SiteManager

File Edit Semices Window Help
m2 | 0= 9 -]

ﬂ\l’endu[ Master List

Wendor ID: [4000 Jpadses BEGINMING OF FILE INDICATOR
‘ i~ Equipment i Personnel {*" Supervizon i Staff Member
Active
Supervisor Name Indicator
chnnie Supervisor [
opce Supervizor [

11. To add VDOT Staff Members, click on Staff Member radio button. Click on New icon. Enter
VDOT Staff Member Name, *SSN/SIN, enter information in S or C (State Forces or Contractor)
field. Click on Active if they are active on this contract. Click on Save and close the window.

*Note: Each district has its own numberini scheme instead of Social Security Numbers.
FIAASHTO SiteManager

Eile Edit Services indow Help

mEE | 0= a9 -|

EVendnl Master List

Vendor ID: [5000 [passss BEGINMING OF FILE INDICATOR
—
‘ " Equipment i~ Personnel " Supervisor Staff Member
| Active |
Staff Member Name SSH/SIN S/C | Indicator
Ferez. Joze rm C = v
Crornartie, Saron 204566368 5 = Ed
Greg Parker 393935393 S5 | v
Firley. Mike 418934378 C =] v
Finch, Fobert 485459243 S =] v
Sears. Ronald 485459243 S | v
Farks. Jennifer EDE317150 C =] v
Carter. Kevin 933331185 5 = v
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C.6.b. Contract Master List

NOTE: Contract Master List is chosen from the available records in the Vendor Master list. You can
set up this at the beginning of the contract or add records as needed for DWRs. You can activate and
inactivate Contract Master list items to keep the pull-down lists in the DWRs to a good length, without
having to scroll through records that will not be in use for awhile or ones that you won’t use on the
contract anymore.

1. Go to SiteManager Main Panel.
(A) Double-click on DWR icon from Main Panel.

ﬂSiteManager Panel

Main Panel T Draily \Work Reports(+) ]
Contract ) g Contractar Change Cil Fllghts[+] Accessones(+] System
Administration]+] Papments(+] Orders(+] Administration[+]
|
i8]
M anuals(+)

(B) Double-click on Reference Tables icon.
ESiteManager Panel

I ain Panel T Daily Work Reports[+] T Feference Tables(Dtw/H+)

I -
[Draily whork. Diary Driary Hiztam Itern - D%/R  Contract ltem - D'WHR Template
Feports Adjustments Template %R Template  Usage Report

(C) Double-click on Contract Master List icon.
Note: The Contract Master List is contract specific.

Main Panel T Daily ‘work Reportz(+] T Reference Tables(DWR+)

Wendor Master [l
List
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2. Double click on the correct Contract ID.

ESelecl Contract Yendor | x|
¢ alech
Cantract [D I
Wendor |
Find : |
~C t 1D
Contract 1D Yendor 1D Fed State Proj Mbr Status County
TRAIN_01 MH-4595-5[081] coos
TRAIN_05 Ho57 HONE FEMD caoog 01
TRAIN_28 TOE2 STP-008-2(002)/0008071ACTY 002 02
TRAIN_30 Coo7 WONE/DO20002123 | ACTY co14 01
TRAIN_31 CO08 MH-0E4-3[381)/00641 22 ACTY CO16 01
TRAIN_35 1031 MNONEMSU0E436 FEMD COE4 05
4

WK | Cancell

3. Double click on a Vendor. Note: Ensure that you select the correct vendor for the contract. Vendors
have similar names, and it is important to select the correct vendor for the contract
you are working on at the time.

P vendor Pick List
— Selection
@Vendor |
Find : |
—Vendor
Yendor Id Yendor Short Hame Yendor Type ;I
RO0O7 RICK"S TESTING WENDOR TvPE CURREMT,
FOG4 ROCKY MOUNT PAVIMNG CO. S -\aLUE LOADED FROM
S8 SHIRLEY CONTRACTING CORP. C UE LOADED FROM
58234 SMITH &WND JOMES COMSTRUCTION CO [NC. |C - WALUE LOADED FROM
5823C SMITH &ND JOWES COMSTRUCTOM CO., INC.C - WALUE LOADED FROM
T001 TALEOTT MARKS CO., INC. C-ValLUE LOADED FROM
ADBE1 TEST DBE WYENDOR 1 C-ValLUE LOADED FROM j
-

oK | Eancell
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4. Click on Equipment radio button. To add individual equipment items, click on the equipment

item you want to add. Then click on Add. This procedure connects the equipment specifically
to this selected contract.

FIAASHTO SiteM anager
File  Services Window Help

=TT

ﬂ Contract Master List

Eonllacl TRAMN_01

Yendor |D: | 018 [SHIRLEY CONTRACTING CORP.

|‘("Equlpment ' Personnel " Supervisor ~ Staff Member
Ven er List:

Contract Vendor List:

Eqp ID Equipment Description Aclive

Eqp ID Equipment Description | Aclive |

123456 Gradall

222222 \Dump Truck

234567 Bulldozer

333333 Mower

4444 Pickup Truck az Pilot Truck for Pr

<RI

<- Remove

<<- Rem All

Ll | i <] |

i

5. To add all of the equipment items to this contract vendor list, click Add All.
Note in the illustration below that all items were added.

EMSHTD SiteM anager

File  Services 'window Help

IR S H]|

E Contract Master List

Contract ID: [TRAIMN_01

Vendor ID:  |SO018 ISH\HLEY COMTRACTING CORP.
I QB #FEmed

" Supervisor "~ Staff Member

Vendor Master List: Contract Vendor List:

EquD| Equipment Description | Active |

|Eqp |D| Equipment Description | Aclive |
111111 |Backhos

ilat Truck for Prajed

Add All ->>

<- Remove

<<- Rem All
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6. Click on Save when finished adding equipment items to the contract vendor list.
Note: In similar procedure, to remove one or all equipment items, you would select the

item(s) and click on the appropriate button to remove one or all. Again, you would need to
click on Save when finished.

7. Personnel are added by clicking on the Personnel radio button and using the same procedures
as identified in Items 15-17 above. This procedure connects these personnel specifically to
this selected contract. Here is an example of some added personnel.

I AASHTO SiteManager

Ele  Services Window Help
= =]
P Contract Master List

Contract 1D: ITHAIN701 Vendor ID: [S078  [SHIRLEY CONTRACTING CORP.

" Equipment * Personnel Supervisor " Staff Member
Vendor Master List: Contract Vendor List:
Personnel Name Active Personnel Name Active

eI Bulldozer Operatar
Laborer v

Dwirnptruck Driver
M awer Dperatar ‘ |7| Gradall Dperator
Pickup truck driver

RIRIRIE

Add All ->>

4- Remove

<<- Rem All

8. Follow the same steps to add Supervisor(s). Click on Supervisor radio button. Click on Supervisor
Name(s). Click on Add. Click on Save. This procedure connects the Supervisor(s) specifically to
this selected contract. Here is an illustration of an added Supervisor:

FIAASHTO SiteManager

Eile Services Window Help
TEEd =S d]

Contract ID: |TRAIN_01 Vendor 1D SU'IE iﬁlF\LEY CONTRACTING CORF,
| " Equipment - Pelsunnel( % Supervisor ) " Staff Member

Yendor Master List: Contract Vendor List:

Supervisor Mame Active Supervisor Mame Active

Joyce Supervisor

Add >
Add All ->>

<- Remove

<<- Rem All
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9. Follow the same steps to add Staff Member(s); S=State and C= Consultant. Click on Staff
Member radio button. Click on Staff Name and click on Add. This procedure connects these
Staff Members specifically to this selected contract. Click on Save.

Here is an illustration of added Staff Members:

FEJAASHTO SiteManager
Fil=  Semrvices Window Help

==

E Contract Master List

Contract ID: [TRAIN_O1 Yendor ID: |SD18 [SHIRLEY CDW

I " Equipment " Personnel " Superyisor ‘ = Staff Member >
vendor Master List: act Wendor List:

Staff Name [ssc] | SSN/SIN| Staff Name [ s.f|:|
& Cromartie, Saron S 243054610 Perez. Jose C

39 5 418 ey, Mike

4839459843 Finch, Robert g E5E31 7155 Parks, Jennifer C
489455843 Sears, Ronald 5

933391185 Carter, Kevin s

Add All ->>
<- Remowe

<<- Rem All

10. Click on Save.

C

icon.

11. Exit by clicking the Close
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D. All Levels

D.1. Grant or Remove Contract Authority

Note: The DCA assigns Primary Personnel before activating the contract. However, the DCA, PE,
or PM can grant contract authority to additional personnel using the following steps. This can be
done as needed throughout the life of the contract. If you need to grant contract authority to a user,
the user must have the group security access that you need to grant. For example, if you need to
grant contract authority to the person as a PM, but the person was not given PM group security when
their SiteManager logon was established, you will need to contact a System Administrator.
The System Administrator can enable the appropriate group security, which would enable you to
grant the appropriate contract authority.

1. Login to SiteManager. At the Available Groups window, select Group ID “PM”

(Project Manager) and click OK. Note: Contract Authority can be granted by DCA, PE, or PM.

siteManager Logon

Available Groups for RIKFHOO1

ot Grp Id Group Hame |A
Trnsy 2 =
SHMING Sitebd anager [nquiny Group
v—SlteManager NP finspector
Construction Managemens Software - —
S T SMADMIM - |Sitebdanager Administrator

!

roject Manager

User ID: |RIKFHO01
Password: l\—
Connect to: m
Logon || Ehange Password [ || Clsse |

Fraject Engineer

FesEngr  |[Residency Construction Engineer -

DK I

Select the Group for the session.

2. At the main panel, double-click on Contract Administration.

""""" Main Panel | I Contract Adrministration(+] ]
=] 5 £13
Contract Draily wiork, Pipeline and Contractor Change Civil Rights[+] Acceszzories(+)
Administration[+]  Reparts(+] Zip[+] Payments(+] Orders(+)
|
0
System I anuals(+]
Adminiztration]+]

3. The Contract Administration panel appears. Double-click on Contract Records.
tain Panel T Contract Admini ion[+] T Contract Records(+)
iﬁ H & & X
Reference Contractor Reports [CA+]  Process List
Tables[Cha+] M anagement(+]
4. The Contract Records panel appears. Double-click on Contract Authority.

ESiteManager Panel

Wi Paruel 1 Contract ddmivistration(+] 1 Contract Records{+)
Fijgctane
= g &
)
Contracts Milestones Praojects Categories Items Contract
Funding

& B B

Key Dates Checklist Checklist Event Permits Carrespandence Plan Stockpiled
Scheduled Dates Log Dizcrepancies Materials
Events
Force Accounts Diesign Disputes/Claims 0155 Contracts
Evaluation

Section
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5. The Contract Authority window opens. Scroll through the User ID/User Names.

FJAASHTO SiteManager

=|&] x|
File Services MWindow Help
[mEe2 0=
o
User Identification
User ID User Name ‘ [E1] DO RO | -]
COS5G001 Sanjay Tes
COS5H0M Samuel Henderson e
COs55001 SUMITRA SHRESTHA es iml
COSTHOO SUSAN T HOYLMAN es
COTESTOM
COwDJo0 SHAWANMDRA D JACKSON es
COwJCoOT WiLLIAM J. CRAPSER es
CUMWCO01 Mike Coffey es
CURLCOD1 Roger Clatterbuck “Yes
=
Contract Authority Assignment
Group Description Office-wide  Contract Id Contract Description Authority Authority
Access Start Date End Dt

6. To filter the display list to only include active users, right click on user id list. Click on Filter.

Etuntract Authority

U=ser Identification

Search User Ni
ilber Seatch
Wmm DERN
0. CRIGGER
pp ot ROGER) MCCLELLAN
BE  Shaw Filtery, Sart FD R SMEAD
BRSO Erom e 5. COOK
ooAChnm ARITUMRS C ML ITS

7. Choose Active for the field, = for the condition and click on value checkbox. Click Save.
EFilter Criteria - New Filter

Field Condition Yalue

| ctive =l[- =] I

8. Click on Default checkbox. Click OK.

Mame: Default Filter

i

(114 I Eancell Qleall

Join Inzert

Add

Bemove

Clear

Test

Load. ..

Save_..
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9. Scroll down and find the user and click the user to select. Then, click in the bottom data window

and click the New icon in the tool bar.

=lel=
Ele Services Window Help

| mEe2 Ds |

Fcontract Authority

_|ol x|
User Identification

User ID User Name | co DO RO ‘ B
COSSGO0 Sanjay Yes
COSSHOD! Samusl Hendsrson Yes
0555001 SUMITRA SHRESTHA Yes |
COSTHOO! SUSAN T. HOYLMAN

Yes

COTESTOM COTEST1

COWDJoo1 SHAWANDRA D JACRSON Yes
COwCoo WILLIAM J. CRAPSER Yes
CUMwCom tike Coffey Yes
CURLCOD1 Roger Clatterbuck. Yes
|
Contract Authority Assignment
Group Description Office-wide Contract Id Contract Description Authority Authority
Access Start Date End Dt
[Ready [Server deviz2 [PM [RikFHODT

10. The New Contract Group Authority window opens. In the Group Description, click the

drop-down arrow for a list of available group descriptions. To select the Group Description,
click on it and it will populate in the field.

s acurn _|5|1|
ENew Contract Group Authority ﬂ
Group Description Contract Id Contract Description Authority
Start Date
Group 1D

INSP Inspector
INSP/SA Inzpector Standalone = o o
Fhd Froject b anager es
Froj Eng Froject Engineer Yes
« | »

ex

**NOTE: When granting contract authority to inspectors and PMs, make sure you grant
both the INSP and INSP/SA or PM and PM/SA if the person will work in standalone mode.

11. The next task is to apply the new contract group authority for this person to the appropriate
contract. Right-click in the Contract Id field and click Search.

ENEW Contract Group Authority

x|

Contract Description Authority

Start Date
Save | LCancel |

Filker:

Group Description Contract Id
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12. The Search Window appears. Double-click on the contract to select it.

Flocorchwindon —————————— E

X
Contract ID Yendor ID Fed State Proj Mbr Status County Lwvl2 ;I
03 CTY e |

A00054498C08 AR STPZ349(005) 6234078 ACTY CO7E 04 =
A4903PRA395568 FO34 MOME /PR29403 FPEHD Cco29 0,
A4 S00Pk 439513 BO42 MOME /Ph-3E-00 FEMD CO7E [,
Ahdd 2470395840 Cosv NOME/02440001008,5F PEMD oo 04,
BOO0055E1C01 r00s MOME /0641-029-282 CE ACTY Cco29 0,
BOOOM BEZ7C30 k031 MH-5TP-54071[371)/R0O0IPEMD Co29 0a
Coonoons4cnz 5018 MH-095-2(419)/0095029 PEMD o9 04,

E

L

Cancel |

13. The contract information is populated. Click Save. The Authority Start Date will be

automatically populated after the user clicks Save.
FiNew Contract Group Authorty

x|
Group Description Contract Id Contract Description Authority
Start Date
Praject Manager w|leooo0o0zaco:  MAMASSAS b
I
Save | Cancel |

14. Example. A Project Manager logged on to SiteManager and granted User COTEST1 access
as a PM for Contract Id A00009029C03. Note that SiteManager automatically populated

the Authority Start Date.

P AASHTO SiteManager

_iElx]
File Services ‘Window Help
ID®E2 030
e
User Identification
User ID User Name | co DO RO | |
COSSGO01 Sanjay Yes
COSSHOM Samuel Henderson Yes
COS55001 SUMITRA SHRESTHA Yes =
COSTHOM SUSAN T. HOYLMAN Yes
COTESTON COTESTT T I R
COWDu001 SHaWANDRA D JACKSON Yes
COwAICO0T WILLIAM J. CRAPSER Yes
CURMWwCOm ike Coffey Yes
CURLCOO1 Foger Clatterbuck Yes
Contract Authority Agsignment
Group Description Office-wide Contract Id Contract Description Authority Authority

15. When completed, click Close. See next step for directions on how to remove contract authority.
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Remove Contract Authority

16. If it is necessary to remove contract authority, the PM, PE, or DCA can do so by

Following Steps 1 through 4 listed above and continuing with the following steps.
Double-click Contract Authority.

17. To delete contract authority, click on the User ID/Name in the top panel.
Click the Group Description you wish to delete in the bottom panel.
In the menu, click Services | End Contract Authority.

Flsimosteronager Ry
File | Services ‘Window Help
= |
— B
End Conitract Authority Chrl+Shift-+E =1o1x]
User I
User ID User Name | co Do RO -
COS5HO01 Samuel Henderson e
COSS500 SUMITRA SHRESTHA Tes
COSTHOOM SUSAN T. HOYLMAN Tes
COwDJ001 SHAWANDRA D JACKSOM Yes
COwACam WILLLAM J. CRAPSER Yes
ClUMwCOom Mike Coffey es
CURLCOM Faoger Clatterbuck. Yes
DCATest DCA Script Witer Yes
DCETest DCE Script wihiter Tes

|

Contract Authority Assignment

Group Description Office-wide  Contract Id Contract Description Authority Authority
Access

End Ot

18. SiteManager ends contract authority for the User ID and Group Descriptions selected.

The szstem automaticallz ‘ 0‘ ulates the Authority End Date as noted in the example.
I AASHTO SiteManager |

File Services ‘Window Help

mEe2 DS O
Floomac oy JRE=TEY

User Identification

User ID User Hame ‘ co DO RO | B
COS5HOO Samuel Henderson Yes

CO555001 SUMITRA SHRESTHA Yes

COSTHOOT SUSAN T. HOYLMAN

COTESTON

COw D00 SHEWANDRA D JACKSOM Yes
COw/ICOm WwLLIAM J. CRAPSER Yes
CLMwW O] Iike Caffey Yes
CURLCOOT Fioger Clatterbuck res
DCATest DCA Script Writer Yes
=
Contract Authority Az=zignment A

Group Description Office-wide Contract Id Contract Description

Access

19. Click Close when finished.
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SITEMANAGER™ SECTION FOUR
Daily Processes

Section Four — Daily Processes Pages
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A. Project Manager

A.1. General Concepts

(Note: Time Charges Start Date is not required to enter DWR, but it must be entered before the first
estimate is generated. DWR is also used to add or adjust stockpiled material.) If there is only one
Inspector on the contract, the Inspector can do the DWR as a Project Manager (PM).

Genaral Concepts-Inspector

Daily Work Reports and Diaries are created to document the work that is done daily on the Contract.
The data recorded in a Daily Work Report or Diary (C-83) is the Contract activity data rather than the
Contract plan. The documentation of Contract activity includes daily information about the weather,
the personnel who worked at the construction site, the hours worked, work items installed and the
equipment used.

DWRs are created at the contract level.

The Inspectors record daily information in Daily Work Reports. The Daily Work Report is what
the Inspector uses to record daily information. Before the Inspector can create the first DWR
for a Contract, the DCA or Project Manager must give contract authority. If the Inspector
wishes to work in Standalone Mode, he must first “pipeline” data from server to local database. For
each Contract, it is required that each Inspector submits one Daily Work Report per day per
contract to the Project Manager. The Project Manager then either authorizes a Daily Work Report
or sends it back to the Inspector to be modified and resubmitted. The Project Manager creates
Daily Diaries. Each Diary is a collection of the Daily Work Reports submitted by all Inspectors
working on the Contract. For each Contract, the Project Manager is required to submit one Daily
Diary per day. In the Daily Diary, the Project Manager authorizes the Daily Work Reports and enters
the charge information for the day.

Following the general rule that for each contract, only one Daily Work Report (DWR) per day per

inspector can be created:

- A message appears if an Inspector attempts to create a second DWR on the same date for a
contract. A second DWR for the same date cannot be created for a contract.

- The User can open any DWR in the database, but the User cannot modify a
report the User did not create, a report that has been authorized, or a report
that has been sent to the Project Manager (A message would appear that the
DWR can be opened as Read Only).

- A DWR cannot be created for a future date.

- A DWR cannot be deleted once it is saved. Once a DWR has been saved, it can be amended
the next day or data can be deleted on the Contractor or Contractors Equipment Tabs. For
example, if a DWR was created in error, use the remarks to notate that and authorize the DWR,
unless it is for a future date that will eventually be used.

- Work Items: The user must have a Contractor selected on the Contractor Tab to enter
work items on the Work Item Tab.

- Note: When a work item overruns or underruns = 10%, the Project Manager or Inspector
enters Reasons for Differences (RFD) in Remarks in the Items window. If a user enters
such remarks, an RFD Report becomes available. Refer to Section 6, B-11-a for instruction
on how to document RFD. Refer to Section 6, B-11-b for directions on how to obtain and
print the RFD Report.
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- Lump Sum Items- A fatal error message will occur for overruns of a lump sum item in the
SM/FMS interface. The error keeps lump sum items from being overrun and paid. The
error will not occur until the estimate has been approved at the final approval in SM and
sent to the interface. It will keep the estimate from passing to FMSII. The correction is to
send a helpdesk request that IT set the estimate back to PEND, the DCA must delete the
estimate, the PM must unauthorize the DWR on the Diary and correct the entry in the
DWR items. If the overrun is valid, a work order must be done to add a new lump sum
item to the contract and pay on the new item.

The User accesses the Daily Work Report and Diary functions on the Daily Work Reports panel. This
panel has icons that represent the following functions:
For current use:
- Daily Work Reports
- Diary

Daily Work Reports Panel
To create or modify a Daily Work Report, the Inspector double-clicks the DWR icon on the Daily
Work Reports panel. This opens the DWR Info folder tab. To access the other Daily Work Report
folder tabs, the Inspector must either create or open a DWR. After the Inspector saves each tab in a
DWR, the Inspector can modify it until it is transferred to the Project Manager. A Daily Work
Report cannot be modified if it has been transferred to the Project Manager (checked in and
locked on the workstation), authorized by the Project Manager, or opened by a User who is not
the author. The Daily Work Reports panel has the following folder tabs:

Daily Work Reports Folder Tabs:

Daily Work Reports Information Tab

DWR Contractors Tab

DWR_Contractor Equipment Tab

DWR Daily Staff Tab

DWR Work Item Tab

DWR Force Accounts

Once a Daily Work Report (DWR) is created, it cannot be deleted. If the DWR was created in error,
the Project Manager should not authorize the DWR if it is to be used in the future. The PM should
authorize the DWR if it was created for a past date that will not ever be used as long as no work items
are listed. All equipment, staff and work items should be deleted from the erroneous DWR. Ifa
DWR is not authorized it will not show up in the Estimate.

Correction of Work Items within a DWR (transactions) can be done on the DWR until the DWR is
authorized.

After a Daily Work Report is authorized, it cannot be changed (unless unauthorized). Once an
estimate has been generated and approved, a DWR cannot be unauthorized or changed unless the
estimate is deleted. The DWR can be corrected after authorization only if the Estimate has not been
approved. Once an Estimate is approved, the DWR cannot be changed unless it is rejected.
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A.2. Create A New Daily Work Report

1.

Log in to SiteManager. At the Available Groups window, select Group id “PM” (Project

Manager) or “INSP” (Inspector) as appropriate and click OK.

SiteManager Logon

Trns port

QSCELEM,E!.QEQET”

User ID:|RIKFHOOT

Password: [
Connect to: | §erver -
Logon |  Change Password | Close |

Copyright ® 1936 by the American Association of State
Highway and Transportation Officials. Inc.
444 Morth Capitol Street. M./, Suite 249
“wiashington, D.C. 20001 U.5.A, [202] 624-5800

[Enter the User Fassword

Available Groups for RIKFHOO1

Gip Id | Group Hame
Sk |Siteh-1 anager [nguiry Group
ISP |nzpector
SMADMIM - |Sitebdanager Adrministrator
Phd
Froj Eng Project Engineer
Fez Engr  |Residency Construction Engineer

Select the

Group for the zeszion.

2. Double-click on Daily Work Reports on the Main Panel. Then double-click on Daily Work

Reports again.

ESiteManager Panel

I

]

Accessanes]+) b anuials(+]

Main Panel D aily ‘work Reports(+]
§ [E 4 © @ X
& B H 5
Contract ) ork Fipeline and Contractar Change Civil Rightz[+] taterials
Administration(+] Zipl+] Payments(+] Orders(+] Managemeni[+)

ESiteManager Panel

Main Panel T Daily Work Repoits[+]
'
Diary Histomny Diiary Item - D'wFR  Conbract ltem - D'WH Template
Adjustments Template D'wH Template Usage Report
Process List Fieterence
T ablez(Dw/R+)
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3. (Note: If this is a new DWR, skip forward to Step 7.) If not a new DWR, begin using these
Step 3 instructions. Click on Open folder icon.

P 4SHTO SiteManager
File Edit Services ‘Wiggesy Help

DWR Info. Contractors 'l Contractor Equip. T Diaily Staff

‘work llems 7 Foce decounts

Contract 1D: Inspector:  |R.athy Hinson

DWR Dale:l 06/06/02
Locked: ﬁu Temperature ‘Weather Conditions
Authorized: ﬁo High: ]

A.M.:I j'

Authorized Date: |00/00/00 Low: 1] P.M.: I j'

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

Work Suspended: [
Suspended Time: I 0o:00 -
Resumed Time: I 00:00 -

Remarks:
[ =
4. Double-click on the appropriate Contract ID.
Etontract ID x|
Cantract [D I
Inspector I
Date I
Find: |
~C 1D
Contract 1D Yendor ID

Fed State Proj Nbr Statug

County Lvl 2 Lwl
NH-5 Co78 E
AMI00PRA3I13 MOME/Pr-SE-00 ACTY 48
AMA241 0395840 NONE /02440001008 5F ACTY 0z
BO0005561C01 MONE/DE41-023-282 CEACTY 47
BOOO16627C30

47
CO0000054C02 a7

MH-STP-5401[371)/R00ACTY
MH-095-2(419)/0095023 ACTY

oK | Eancell

Contract 1D I AMIDOPMAZIETZ | BO42

. MOME /P-9E-00
Inspectar

Date I

Contract ID
Ab4300 51
AI00PMAZIET 2

K | Cancel |
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6. Verify the date and then double-click on current DWR date and click OK.

P contract ID x|
“Gelech
Contract ID | A00003023C03 |, A079 . NH-5TP-234-9[003)/6234076F
Inspector I COJAGOOT , Jane A. Gosaie, ADDDDS023C03
Date I

Find: |

—Date
DWR Date Locked Auth Ind
0K | Cancel |

7. Ifthere are already existing DWRs, but you want to add a new DWR date, click on the

New icon |E (Note: Ifthis is your first DWR on the contract, go to Services |
Choose Keys. Click on New.) Double click on the Contract Id.

FJAASHTO SiteManager

Eil=  Edit §erwcesMow Help

|m o 2(D/F = o E|

ﬂDaily Work Repui.s

" DWR Info_ Contractars * Conbractor Equip. D aily Staff ¥ work Items " Force Accounl ts

Contract ID:  [A00005025C03 Inspector:  flane A, Gosaie
DWR Date: [ 05/23/02

Lacked: fio Temperature Weather Conditions
Authorized: fio High: 1 amcl =
Authorized Date: [00/00/00 Low: a P =l

No Work Items Installed: [ Work Suspended: [
No Contractors On Site: Suspended Time: I 00:00
Mo Daily Staff On Site: [ Resume d Time: [ 00:00 =
Remarks:

Note on the “Copy function”: Or, the User can open a DWR and change the date allowing
the copy function to copy the contractor and daily staff data recorded on the DWR. In
any case, the system verifies that the DWR is new. If the database already contains a DWR
with the selected date, User ID, and Contract ID, the existing DWR will open. When a
new DWR is created from an existing DWR, the user chooses whether or not to copy
the Contractor information from the existing DWR to the new DWR. (Data must exist
for the copy capability to be used.) If the user chooses Yes, the information copied
includes the Contractor, Contractor equipment, Contractor supervisors, Contractor
personnel, Daily Staff, and all associated data. With the copy feature, the work items
are not copied from the day being copied. To copy DWR contractor information,
a. Open the existing DWR that has the contractor information you want to copy.

(Note: Do not click on New if you want to use the copy feature.)
b. Place cursor in date box. Enter new date. Press the Tab key on keyboard,

or press the Enter key on keyboard. (Note: If the date remains on screen, it

is copying the information. If the date changes to 00’s, copy won’t work.)
c. Message box appears asking “Do you want to copy Contractor information?”’

Click YES and it copies the information for you.

VDOT Trns-port™ SiteManager™
User Manual
Section Four — Daily Processes - Page 6 of 63



8.

9.

10.

Enter a DWR date. To enter the date, single-click inside the date field and type in the date.
Or, double-click the DWR Date field. This opens a calendar on which a date prior to the
current date can be selected. To select a prior month, click the left arrow beneath the
calendar. To enter the selected date on the DWR Info panel, click OK.

EIAASHTO SiteManager i
DR Date i [ |1

mMErE DA FEE

FDaily Work Reports

Select Date

' DWR Info. Cortiactars  Conlractor Equin. Dgfta Work liems Farce Accounls Jahuary 2002
Contract ID: [TRAN_0T  Inspector: [Tranar 1 S M TW T F &
DWR Date: [ 07/16/02 1 2 3 4 &
Locked: i Temperature Weather Conditions E 7 2 9 10 11 12
Authorized: Jio High:| 0 B AM: = 12 14 15|ﬁ1? 12 19
Authorized Date: [J0700700 Low:[ U Pl | a0 i % ¥R B4 15 G
Ho Work ltems Installed: 7 Work Suspended: [ IT 2% 1o
No Contiactors On Site: ¥ Suspended Time: 0000 (5]
No Daily Staff On Site: ¥ Resumed Time: [ 0000 &
emarks: _I(- _I- _I-)
Accident =
EEO Issues
General =l o 0K Cancel

High and low temperatures can be entered by placing the cursor in the Temperature High or
Low field and typing the temperature. Another available option is to click on the up or down
arrows (spin buttons) until the correct temperature appears.

Note: You must delete zeroes or they will remain, or double-click on field to overwrite.

To enter the A.M. or P.M. Weather Conditions, click on the arrow for the drop down list,
and select the correct weather conditions as needed. Or, you can also find weather conditions
by clicking the field and typing the first letter(s) of the word. Example: Type the letter “C”
and the word “Clear” appears in the box. Type “C” again and the next weather condition
appears (Cloudy).

EJAASHTO SiteManager

File Edit Services Window Help

TR =

ﬂDaiI}l Work Reports
" DWR Info. Contractors " Contractor Equip, Diaily Staff | wiork Items " Force Accounts
Contract 1D: [TRAIN_O1 Inspector:  |Trainer 1
DWR Date: | 01./16/02
Locked: ﬁo Temperature ‘Weather Conditions
Authorized: ﬁo High: 50 AM.: j'
Hot & Humid
Authorized Date: [00/00/00 Low:| 35 PM. g
o G
No Work Items Installed: ¥ ™ tomy
Mo Contractors On Site: [ Suspe Sunny
Mo Daily Staff On Site: [V Resufwindy
|
Remarks:
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11. The check boxes (No Work Items Installed, No Contractors On Site, and/or No Daily Staff On

Site) will automatically uncheck as you enter data into the appropriate tabs.

File Edit Services Window Help

=l =]

IElEE | DB @

" DWR Info. * Contiactors Contractor E quip. Y Draily Staff work ltems 7 Force Accounts
Contract 1D: IEUUUUSSBT co Inspector:  |Kathy Hinson
DWR Date: | 03/21/02
Locked: ﬂo Temperature Weather Conditions
Authorized: ﬁu High: I 90 AM.: [Clear =1
Authorized Date: [10/00700 Low: [ 70 P.M.: [Pl cloudy =l
No Work Items Installed: [ Work Suspended: [
Mo Contractors On Site: [ Suspended Time: | 00:00
Mo Daily Staff On Site: [ Resumed Time: | 00:00 -
Remarks:

=10 %]

12. If work was suspended during the day, click on Work Suspended and in the Suspended
Time field, type in the time. Another option is to click the up or down spin button until the
correct time appears. Note: If work was resumed, enter the time in the Resumed Time field.

FAASHTO SiteManager

File Edit Services ‘Window Help

mEE? D" FEE|

ﬂ Daily Work Reports

DWER Info. Contractars " Contractor Equip. Diaily Staff ‘wark [tems " Force Accounts
Contract ID: |TRAIN_01 Ingpector: ITrainer 1
DWR Date: I 01416402
Locked: Fo Temperature Weather Conditions
Authorized: Flo High: 0 A.M.:I LI
Authorized Date: IDDJDDJDU Low: 0 P M.:I =l
No Work Items Installed: ¥ Work Suspended: V' '
Mo Contractors On Site: [ Suspended Time: I 0000
Mo Daily Staff On Site: [ Resumed Time: I aco0 -
Remarks:
Accident -
EEOD lssues
General LI

13. General remarks are also recorded on this folder tab. To record a remark, the User must first
select a remark type. If a remark has already been entered for the selected type, as indicated
by a check mark next to the type, the remark appears in the Remarks field. A remark does not

have a size limit, and can be pasted to and from a word processor.

NOTE: If using Word and pasting text into DWRs, see Appendix O for set-up instructions.
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To enter a remark, in the Remark Type list box, scroll to and click the remark category on the left.
There are several Remark Types and it is important to select the appropriate category in order to obtain
appropriate reports as needed throughout the life of the contract. After selecting the Remark Type,
begin typing the remark in the Remarks field.

FJAASHTO SiteManager

Fle Edit Services “Window Help
= LR ==

E Daily Work Reports

" DWR Info. i Contractars " Contractor Equip. Draily Staff i Wark ltems " Force Accounts
Contract I1D: ITFHAIN_D‘I Inzpector: ITrainer‘I
DWR Date: I 01/16/02
Locked: ﬁo Temperature Weather Conditions
Authorized: Fo High: o LI
Authorized D ate: IDD.-"DD.-"DD Low: 0 Pl =l
No Work Items Installed: [/ Work Suspended:
No Contractors On Site: [V Suspended Time: I 00:00
Mo Daily Staff On Site: [ Resumed Time: I 00:00 -
Remarks:
Accident B Begin typing remarks here. [
EED Issues h
General _I LI

The complete DWR remark type list is below. It is important to create the different types and put the
correct corresponding information in them, for reporting and search purposes.
ID Description

GEN  General

ACC  Accident

BOX Box Culverts

C36  (C-36 Notes

CQU  CQIP Review

EEO  EEO issues

ENV  Environmental

MED Media/press

OTH  Other

SFT  Safety

SCH Schedule

STR  Structures (Bridges)

TRF  Traffic

VIS  Visitor

WKZ Work Zone

Click on Save E icon. Click OK.

To add information on contractors that worked, move forward to Step 14 for assistance in adding
such information.
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14. Click on the Contractors tab and then click on the Contractor panel.

P AASHTO SiteManager
Eile Edit Services MWindow Help

il 1EA = A=

EDain Work Reports
f DR Info. " Contractors” * Conbractor Equip. * D aily Staff | Work Items " Force Accounts
Contract ID: EMHUUPMA395'I3 Inspector: |Kathy Hinsan Date: |E|5f23.-’E|2
Nbr of Nbr of Contractor
IContractor Supervisors| Workers | Hrs Worked
Hours
Supervizor/Foreman Name Worked
Mbr of Hours Total
Perzonnel Type Persons wWorked Hours

15. Click on New icon |0 and then add the Contractor by clicking on the drop down arrow.
(Note: Do not enter the Nbr of Supervisors, Nbr of Workers or Contractor Hrs Worked in the
Contractor panel if you are going to add the details in the bottom two panels because they will
be calculated automatically.)

File Edit Services Window Help
= R N = =)

E Daily Work Reports

DR Info. “" Contractors " Contractar Equip. Y Draily Staff Y ‘whork [kems * Force Accounts

Contract 1D: MIO00PkA 39513 Inspector: |Kath_l,l Hinzon Date: |052’23z’02

Mbr of Mbr of Contractor
_ Supervizors | Workers | Hris W

Hours
Supervisor/Foreman Name Worked

3 AASHTO SiteManager
File Edit Services wWindow Help

[l N AN = )

EDain Work Reports
D'WF Info “" Contractors * Contractor Equip. Diaily Staff T Workltems  © Force Accounts
Contract ID: EMHUUPMAHSTB Inspector: |Kathp Hinzon Date: |E|5f23.fE|2
Nbr of MNbr of Contractor
IContractor Supervisors| Workers L
- 0.000
B042 JULILS BRAMSCOME, IMC. ** PRIME ** J
Hours
Wworked
4 | »
Nbr of Hours Total
Personnel Type Persons worked Hours
I

Click on Save.
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16. Click on the Supervisor/Foreman Name panel and then click on New.

FJAASHTO SiteManager
File Edit 3Services ‘Window Help

=G - Y= =]

EDain Work Repuis

D'WH Info. “" Contractors Contractor Equip. Daily Staff Wk Items " Foice Accounts

Contract ID:  |AM3I00PMA3SET3 Inzpector: |Kathy Hinzan Date: |05.e’23.v‘02

Nbr of Nbr of Contractor
IContractor Supervisors| Workers | Hrs Worked
24 1 00

Hours
Supervizor/Foreman Name Worked

Mbr of

Hours Total
Persons

Personnel Type Worked Hours

17. Choose the Supervisor Name from the master list. (If the master list was not created,
see Section 3, for directions on how to Set up Master Lists for DWR.) As names
are selected from the dropdown list, they are inserted into the panel. Click on Save.

P AASHTO SiteManager
File Edit Services ‘Window Help

EleEg Dl OF

E Daily Work Reports

| D' Info. “" Contractors Contractor Equip. [ aily Staff ‘Wark ltems . Force Accounts

Contract 1D: MI00PMAIIE13 Inspector: |Kath_l,l Hinzon Date: |E|5f’23.-"[|2

JULILS BRANSCOME, INC. = PRIME **

Mbr of Nbr of Contractor
IContractor Supervisorz| Workers | Hrs Worked
iz = i ow]

Hours
Supervisor/Foreman Name Worked
I LANE T WEIGAND hd

Pk MOORE

MNbr of

Hours Total
Persons

Worked Hours

After adding the Supervisor/Forman Name(as), tab over to the right to the Hours Worked
and enter the number of hours the Supervisor/Forman worked.

Note: Itis important to use the tab key to move from field to field so the information
entered will be properly calculated.
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18. Follow similar steps to list the appropriate personnel. Click the Personnel panel
and click on New |E icon.

P AASHTO SiteManager
File Edit Services ‘Window Help

Ml g | D v 08|

FADaily Work Reports

D' Info " Contractors

" Cortractor Equip.  ~ D1 aily Staff i “whark Ibermns " Force Accounts

Contract 1D: tI00PMAZIET 2

Inspector:  [Kathy Hinson Date: [05/23/02

Mbr of Mbr of Contractor

Contractor Supsrvisors| Workers | Hrs Worked
JULIDS B COME, INC. ™ PRIME = [  d  ooog
Hours
Supsrvisor/Foreman Name worked
JANET WEIGAND ;" 0.000
Wb of Hours Total

Personnel Typs Persons | Worked
e ———
FLAGGERS

19. Choose the Personnel Type from the list and it will populate in the panel. Enter the hours
worked. Tab over to the right to enter the Number of Persons (Example: 2 Flaggers or 2

Backhoe Operators, etc.). Tab to the right again to enter the Hours Worked. Make sure to
verify the number of workers and contractor hours worked. Click on Save.

FJAASHTO SiteManager
File Edit Services Window Help

M2 | D a |0

E Daily Work Reports

DR Info. " Contractors Contractor Equip. Draily Staff

Contract ID: F\MSDDPMASSHS Ingpector: |Kathy Hinzon

wiork, lkems “ Force Accounts

Date: [05/23/02

JULILS BRANSCOME, IMC. == PRIME **

1

Mbr of Mbr of Contractor
Contractor Supervisors| WwWorkers Hrs Worked
B042 | [ d ooo

Hours
Supervisor/Foreman Name Worked
JANET WEIGAND B 0.000
Mbr of Hours

Persons wWorked
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20. Follow similar steps to complete the Contractor Equip. information. Click on Contractor
Equip folder tab. Verify the Contractor. Note: If you need to add a new Contractor, click on
Contractors panel and click on New. Add the required information in the Contractor panel;
NOTE: Number of Supervisors, Number of Workers, Contractor Hours Worked are
automatically calculated from the detailed records, so do not enter these unless you are not
entering detailed records and just want to capture summary information.

P AnsHTO siteManager
File Edit Services Window Help

mRer2 D 9@ OE|

EDain VWork Reports

DWW Infa. Y Contractors [Draily Staff ¥ work ltems " Force Accounts

Contract ID:  [AMI00PMAZIE13 Inspector: IKathy Hinzon Date: |DS.-"23.-"D2

Mbr of Mbr of Contractor
Supervisors| Workers | Hrs Workes

Nbr Hours
Used Used

Mbr. of
Pieces

‘Equipmenl ID - Description

21. Now click on the bottom Equipment ID — Description panel and

click on New |E Select the equipment from the dropdown master list. Add the Nbr. Of

Pieces, Nbr. Used, Hours Used. Click on Save E

P AASHTO SiteManager

Eil= Edit Services wWindow Help

M2 |00 0|

EDaily Work Reports
DR I nfo. T Contractors “Contractor Equip. * D aily Staff T “wiark Items " Force Accounts
Contract I1D: MA00PM&39513 Inspector: |Kathy Hinzon Date: |05/232’02
Mbr of Mbr of Contractor
Contractor Supervisors | Workers Hrs Worked

JULIIS BRANSCOME. INC. ™ PRIME ™ | 1 04 oo |

Mbr. of Mbr Hours
E quipment ID - Description Pieces Used Used
- [1} 1 0.000

0215 BULLDOZER
1234 BACKHOE

=
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22. Follow similar steps to complete the Daily Staff folder tab. Click on the Daily Staff folder
tab. Click on New and click on Staff member drop down arrow. Add Staff Member names,

Work Code State/Contractor, Regular/OT Hours, etc. Click on Save =

] AASHTO siteManager
File Edit Services Window Help

== = el

EDaily Work Reports

DWW Info. Y Contractors Y Contractar Equip. N Daily Staff ‘whork [tems " Farce Accounts

Contract ID: rA00PRA 3951 3 Inzpector: IKath_l,l Hingon D ate: |DE.-"23.-"D2
[Staff Member S5/C Work Reg. aT Starki
. Code Hours Hours ¥ehicle ID | Milea
ohby dike
ack Spratt
mne Pain
ill thomas

B AASHTO SiteManager
File Edit Services Window Help

(Tl ®E D gy OF

ﬂDaily Work Reports

DWwWR Info. " Cortractors ¢ Corbractor Equip. . Daily Staff~ Work ltems  © Force Accounts

Contract ID:  |[&MM3I00PR&39513 Inspector: |Kathy Hinzon Date: |05£23£DZ
Reg. aT Starti
Hours Hours Yehicle ID | Milea
Jane Pain C 8.000

Note: If you need to add staff members, go to Section 3-C-6.

23. Click on Work Items tab. A screen appears with a list of available work items to choose
and record.

FAAASHTO SiteManager
File Edit Serwvices Window Help
el R = A =)

EDaily Work Reports

0'wR Info. Contractars " Contractar Equip. Draily 5taff ' " Farce Accounts

Contract ID: F\MEIUUF'MA39513 Inzpector:  [Kathy Hingon Date: |05/25703
Project Line Item Category
___Humber Humber Humber

Item Code pescription Instld

M S00 n
[MS00PM =551

M900PK A 3951001 5 [o400 {GEED] |aSPHALT cOMCRETE L]
4 I00PMA3I5] 0020 0400 [16365 |ASPHALT CONCRETE |
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24. Double-click on an Item and Verif‘ the Prol'ect Number. The following screen appears.
FAAASHTO SiteManager

Fil= Edit Services Window Help

[EC T == =

D F Infio. Contractars =" Contractar E quip. D aily 5 taff " “wWork Items “ Force Accounts
Contract 1D: ] Inspector: |Kathy Hinzon D ate: |05/23302
P | Men0PMAzSS1 2 Ea Itm Nbr: | 0005 Item Code:[16242 Category Nbr: | 0400
il Unit Price] $10.30000
Qty Installed To Date:l 87.000 Bid Qiy: |21 F.000 Units T_vpal TOM
Status: Ective Qty Paid To Date: I 87.000 Current Contract Qty: |21 F.000 Pay To Plan Qty: []
FLDC Seq Nbr |anatiun Installed | Placed Qty. |P|an Page Humbei[Templt Used
I

25. Click on the panel and click on New |E icon. The panel opens for you to add information
as seen below. Add applicable information in the fields; i.e., Placed Qty, Contractor,
Location, Stations, ctc., in the bottom panel. Click on Save. When a work item overruns or
underruns +, the user enters Reasons for Differences (RFD) in Remarks in the Items window.
If a user enters such remarks, an RFD Report becomes available. Refer to Section 6, for
instruction on how to document RFD. Refer to Section 6, for directions on how to obtain and
print the RFD Report. Contractor field and Location field are required fields. When dealing
with Lump Sum Items, note that a fatal error message will occur for overruns of a lump sum
item in the SM/FMS interface. See Page 3 of this section for more information on handling
these overruns.

Note: If other Inspectors are entering quantities, it will not show up in the quantity
authorized to date until after the estimate is run. SiteManager does show quantity reported to
date for everyone’s input if working online or if DWRs have been pipelined to the server.

FAAASHTO SiteManager
File Edit Services Window Help

| e E D g RO e

CwFi Info. " Contracters . Contractor Equip. D aily S taff " %work Items  * Foroe Accounts |

Contract ID:  [EMS00PMA 3951 3 Inspector:  [Kathy Hinson | Date: [05/23/02
Project Mbr: [MO00PMAZ9512  Line Itm Mbr: [ 0005 Item Code:[16242 Category Mbr: | 0400

Desc: IAGGR. BASE MATL. TY. | Unit Plicei $10.30000
Qty Installed To Date:| 57000 Bid Qty: [Z17.000 Units Type] TON

Status: [Active Qty Paid To Date: | 57.000 Current Contract Qty: [217.000 Pay To Plan Qty: []
|Loc Sea Nbr_|[Location Installed Placed Gty. __[Plan Page Numbei[Templt Used
| T T —

Placed Qty: | oo} Contractor: | =1

Plan Page Nbr:| [l Loc Seq Mbr: [i
— | o Moasured Infioator: I

Station OFffset Distance Station OFffset  Distance

From | ]  ooooo] | 00 Te| sl  ooom| [ on
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26. To go to the next work item, click on Services | Select Work Item, or you can click on the

Select Work Item iconE.

P ansHTO siteManager

File Edit | Services Window Help

=l

| DR

Contrac!

Project

Status:

Loc Seq

Thinase Keys o r
Hemarks (k| R _
Attachments Equip. T
Process Skatus
athy Hinzon
Zkrl+Shift+y e —
Cirl+Shift+] | i
o EqUipment: (Tt +-ShifE+G o
FEi et (| ShifEEL ——
Fi Material ctileshifere (1000 Currer
SDMS Ctrl4+-Shift+3 [
Stockpiles Zkrl+3hift+P
DR History Zkrl+3hift+0
Preview DWR. Chrl+Shift+y

Note: Repeat Steps 25 and 26 until all work items are added. After all work items are added,

click on Save and then proceed to Step 27.

Tip: Ifitis a Maintenance Contract, please refer to Appendix F for information on how
to record Maintenance Charge Codes.

27. Repeat Steps 15-26 for additional contractors.

28. Click on Force Accounts tab. This will provide information on any existing force accounts.
Exit the panel by clicking on the Daily Work Reports “X”.

P ansHTO siteManager
File Edit Services Window Help

=G ==Y

EDailr York Reports

DR Info. Contractars

Contractor Equip.

D aily Staff

Contract ID: |BO000S5ETCO1

Inzpector: |Kathy Hinzon

Date: [09/21/02

Wo[k ltem

Account ID
Ltility and phone line relocation

2 Relocate utilities - Columnbia Gas Co

Force Force Account Description

Purpose

. further south of bridge

Felocate gas line to other side of road

’3 [F& 91202

[Corrective measures
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29. Click on Services | Preview DWR, or click on the Preview DWR icon
Work Report for the Contract:

B anSHTO siteManager
File Edit | Services Window Help

to see the Daily

]I L5 choose Keys (b bk
m Process Skatus I
R ordworktem  Curleshitew [
v Select Winrk Ihem L e [ e o
Contrac! |
ﬁ Ff EQUipmient: @ =ipire R ;
Accoun [0 labar (bl St
Q Fe I aterial v HEhifHE I
2 SOM3 Ctrl+3hift+5
3 Stockpiles Chrl+Shift+P
DR, Hiskory Ckel+Shift+0

— Presvigw DR Chrl4Shif 4+

Record FA Information Ckrl+Shift+F
v Select Force Account  Chrl+Shift+0

30. Click on Print to print the report or Exit by clicking on X.

x
: Prior | Print | Setup._. | Zoom. .. | Save As... | Close | ¥ Rulers
.|.I.|.|.|.I.|.1|.|.I.|.|.|.I.|.2|.|.I.|.|.|.I.|.3|.|.I.|.|.|.I.|.4|.|.I.|.|.|.I.|.5|.|.I.|.|.|.I.|.3|.| 2
1
__- RPT-ID: RDWRHCON Commonwealth of Yirginia DATE:
= USER: RIKFHOM Department of Transportation PAGE:
3 K.athy Hinzon
14 DAILY WORK REPORT FOR CONTRACT: BOOOOSS61CON
3 DWR Date 09/21/2002 | Contract 1D:E00005561C01 |Aulhmized: Mo
5 Ingpector ID:RIKFHOD | Ingpector: Kathy Hingon
__: High Temp: 90 Low Temp: 70 A.M. Condition: Clear P.M. Condition
= Work Suspended Time: 00:00 ‘Work Rezsumed Time:00:00 | Mo Work Items Instld: Mo Contrs Pre
2__: Remarks: ‘ves General Do no approve. This is a test for the training guide - kfh.
A Contractor Information
E “ontractor 1D: M0O03 Zontractor Name: MARTIN AND GASS. INCORPORATED
Sj: Hbr of Supervisors: 1 Hbr OF Workers:
N Supervisor/
= Foreman - Mame Hrz. Worket
e Little Hazs Cartwright 0.000

-
L |

S
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A.3. Create Diary and Authorize DWR

Note: DWR’s must be authorized by the Project Manager in Diaries prior to estimate generation.

Only the person who creates the DWR and Diary can make changes to it.

1. Log in to SiteManager.
2. At the Available Groups window, select Group ID for Project Manager and click OK.

Avwailable Groups for trainl

Gipld | Group Hame [«
DCE IDistlict Construction Engineer
DTE Diztiict Testing Engineer
INSP1 Inzpector 1
FE Froject Engineer
FE 1 Froject Engineer 1

Project Manager

Select the Group for the session.

3. At the main panel, double-click on Daily Work Reports.

ﬂsiteManager Panel |
Main Panel r Doaily work Reports(+] ]
5 I s ¥4 © m X
Contract ) Fipeline and Contractor Change Civil Rights[+] M aterialz
Administration(+] Zipl+] FPayments(+] Orders(+] M anagement(+]

Accessones(+] Manuals(+]

4. Double-click on Diary.

ﬂ SiteManager Panel

tain Panel T Daily Work Reports[+) ]
: _ ES E=)
Draily ‘wiark History Diiary ltem - D%FR  Contract ltem - D'WH Template
Repartz Adjustments Template DR Template Usage Report
Process List Reference
Tables[DWwWE+]

(If no Contract ID is listed, click on Services in the menu option and click on Choose Keys.
In the Contract ID Selection list box, you can scroll to and double-click the desired

Contract. If this is the first Diary, you need to pick a DWR date. Or, in the Diary list box,
scroll to and click the DWR Date of the Diary.
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5. Choose contract.

Etontract 1D

0016
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7. Review all DWRs attached to a Diary.

) AASHTO siteManager
= - —

L

General

General e B IThis estimate haz only an adiustment
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9. Review online or print.

E rint Preview

x|

FOR DIARY DATE: 09/13/2002

Diary Created By: COJHwOM
Last Modified By: SYSTEM

Janet Weigand

[

ASSOCIATED DAILY WDRK REPORTS:

Ingpector Hame

Prior | Print | Setup._ | Zoom._. | Save As . | Close ||7 Rulers
.|.I.|.|.|.I.|.1|.|.I.|.|.|.I.|?‘|.|.I.|.|.|.I.|.3|.|.I.|.|.|.I.|.4|.|.I.|.|.|.I.|.5|.|.I.|.|.|.I.|.B|.| =
4]
= RPT-ID: RDIARSUM Commonwealth of Yirginia DATE:
E USER: Kathy Hingon Department of Trangportation PAGE:

DIARY SUMMARY REPORT FOR CONTRACT: BOOD1EE27C30

Authorized Indicator

LOCKED: MO

Authorized Date

Janet Wigand A 09/26/2002
Remarks: es

3 - -
General This estimate haz only an adjustmeant

Diary Charge Type: Full Dray

Diary Charge Reason:

-
=

| o

10. Click on Close.
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11. The Project Manager has the option to enter remarks of various types in this diary
authorization screen. To enter remarks, choose the remark type (Accident, General, etc.).
The user should preface any remarks with the date of their entry so that it is apparent when
the certain comment was made. (For example, in the example screen below it shows a diary
another Inspector authorized for the same contract on the same date. The diary authorization
remarks that were made when the 07/25/02 diary was approved are the remarks that are
displayed in this screen where the user is preparing to authorize the 06/11/02 DWR. It would
be less confusing if a date is listed to show when the remarks were entered.)

Click in the “Authorized” check box to authorize the DWR.

FAASHTO SiteManager
File Edit Services Window Help

EfrEg Dzl @
EDiary

- Authorize Charge

Contract 1D:  [BO0CTBEZ7C30

Diary Date: | 06/11/02  Last Modified User ID: [SYSTEM Creator User ID:I
Inspector Authoiized | Authorized Date |DWR Template

Barbara Jean Jacobs v 07/25/02

Remarks:

THIS 15 THE THIRD TEST......PHEWNI ;I
THIS IS THE|LAST TIME....

EED issues

Accident
=

12. SiteManager will populate the authorization date when the box is checked. See screen below.

FJansHTO siteManager
File Edit Services Window Help

=T =]
EDiarv

" Authorize =~ Chage

Contract ID: |BO0OO1EE27C30

Diary Dale:l 06A11/02  Last Modified User 1D: |SYSTEM Creator User ID:|

Authorized | Authorized Date |D'WR Template

Barbala Jean Jacobs 07/25/02

13. Click on Save E (You must Save before going to Charge tab because SiteManager

will not ask you to save automatically.) If there are no charge credits, skip steps 14 and 15
that follow.
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14. If you need to enter information on the Charge tab, click the Charge tab and the following
screen will appear.

FIAASHTO SiteManager
File Edit Services Window Help

ERE2 (D= Y ||

T Authorize Charge
Contract ID: [TRAIN_01 /18797
Charge Type Total Humber of Diaries: 12
© Full Day Tnl.?l Diary Charge Days: 12.00
 Half Da Credit R Total Diary No Charge Days: 0.00
)5 Y fech Heason Adi Total Diary Charge Days:  12.00
No Charge j' Adj Total Diary No Charge Days:  0.00
Mistn Charge Credit
Mbr Milestone Description Amount Reason

15. Choose the Charge Type . For example, if you need to change it from a full day charge to a
half-day charge, then click on “Half Day” and the Credit Reason box would open. In the
Credit Reason box, click on the drop down arrow to make your selection from the list of

reasons for the credit. Click on Save =

FIAASHTO SiteManager
File Edit Services ‘Window Help

ERE? DSy M|

" Authorize Charge

Contract 1D:

TRAIN_01 Date: [15/18/97

Charge Type\ Total Humber of Diaries: 12
T Full Day Total Diary Charge Days: 1200
_ Total Diary Ho Charge Days: (.00

&
(:. :a'::aa” (Bl e Adj Total Diary Charge Days: 1200
0 L-harge Adj Total Diary Mo Charge Days: (.00

-

Archeological Discrepan &

Credit
Reason

" Ervironmental | ssue Charge
Milestone D Amount
Plan Discrepancy

Ralraad Discrepancy =
Row Discrepancy
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16. Add Milestones by clicking in the Milestone section and selecting New. Add milestones as

necessary. Click on Save

P AASHTO SiteManager

File Edit Services ‘indow Help

EMRE?2 DS E

Authorize | Charge

Contract ID: EM 802139523

Date: [05/15/02

Charge Type

Total Humber of Diaries: 13

% FullD Total Diary Chaige Days: 17.50
r Hu I Da'v Credit R Total Diary Mo Charge Daps:  1.50
pe et tedit Aeason Adj Total Diary Charge Days:  17.50
No Charge 57 Adj Total Diary No Chaige Days: 150

Mistn Charge Credit
Mbr Milestone Description Amount Reason
i OATE Full Day | |

17. Click on Services in the menu options. A list of options is available. Click on Preview

DWR.

I AASHTO SiteManager

File Edit | Services MWindow Help

JI L7 Choose keys Crrlalrr
m Process Status
T A . Ctrl-+3hift+p
racl Preview Diary Chrl+5hift+D
Preview Dig 2l DR Crrl4+Shift+a
Preview Diary and Selected DWR  Crl+Shift+5 Total Number of Diaries: 19
™ Full Day Tota_l Diary Charge Daps: 1750
 Half Da Credit B Total Diary Mo Charge Days:  1.50
e U JECLIAaIE0n Adj Total Diary Charge Days: 1750
No Charge T|  Adj Total Diary No Charge Days: 150
Mistn Charge Credit
Nbr Milestone Description Amount Reason
 DUALDATE [T — ~ | =

Note: You can uncheck the Rulers checkbox and zoom it to 75% to see the complete report
or use the scroll arrows to see the report.

EPrint Preview

x|
Mext | Prior | Print | Setup... Save As . Cloze | I~ Rulers
RPT-ID: RDWRHCON Commonwealth of Virginia DATE: D1
USER: RIKFHOOM Depart tof T p ion PAGE: 1«
K.athy Hinzon

DAILY WORK REPORT FOR CONTRACT: 5MB02PMI33523

DWR Date 03/15/2002| Contract 1D:5M302PMI33523

|Aulhmized: ‘es |La

Inspector 1D:RIKFHOD

Inzpector: Kathy Hinzon

High Temp: 70 Low Temp: 60

A_M. Condition: Cloudy

P.M. Condition: Cl

Work Suspended Time: 00:00 Work Resumed Time:00:00 | Mo Work Items Instid: Mo Contrs Prese:

Remarks: ‘Yes General

Test 1-23-02 kfh

Uncheck
the Rulers
checkbox.
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Zoom screen appc€arance.

— Magnification
0K

o 200%
 100% Cancel
v 75% . .

s WSl Click the radio button for
" B0% 75%.
" Custom

Here is what the 75% Zoom looks like:

EPrint Preview ﬂ

MHext | Prior Print Setup... Save As__. Cloze ||_ Rulers
Y
RFT-ID; ROMSRHCON Commonssaltn of Wirginia DATE: 01232003
USER: RIKFHO Cupartment of Tranwportation PAGE.  1of1
katiy Hlkzon

DuILY WORK REPORT FOR CONTRACT: SMELFMEEEE

DR Dote: NSEOE | Contract ID: SIEZR M RS2 [awtnorized: ves [Locked: mo | Pala: we
nmpsator ID; RIKFHOO1 | napector: katoy Hizon
High Temp: 70 Lowe Temp: &0 | LM Condilon: Condy P.M. Condiflon: Condy
‘Wiark SuIpended Time: OO0 “héork Reumad Time 00 | W niork tem o nia:fi] W contre Present 5] Mo start Present: BJ
Remarki: ez zeweral Test1-ZHIZ kN

NOTE: IF THIS IS A MAINTENANCE CONTRACT AND YOU HAVE
MAINTENANCE CHARGES, PLEASE REFER TO APPENDIX F.
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A.4. Record Force Account Activity
Note: Refer to Section 9. PM must notify DCA to add Force Account prior to the PM
recording Force Account.

Log in to SiteManager. At the Available Groups window, select Group id “PM” and
click OK.

siteranager Logon

Available Groups for RIKFHDO1
T et
SiteManager' Grp Id Group Mame -
x‘ g+ SMING Sitetdanager Inquiry Group
e IMSP Inzpechar
L B StADMIN - |Sitetdanager Administrator
Conmect box [semves =] P
[ togen | change Passwond|  Cioss | Fraj Eng Froject Engineer
Copuright © 199 by tha Asancistion of Staln A = =
i iarsportofior Dicaols ResEngr  |Residency Construction Engineer -
444 North Capsol Street. N, Sute 243
Wathingion, 010 20001 UL5.A. 120216245000
[Eresine 1 Select the Group for the session.

2. Double-click on Daily Work Reports.

ESiteManager Panel

Main Panel T Diaily wihork Reports(+] ]
§ B 85 ¥ © m X
Contract Jaily Work Fipeline and Contractar Change Civil Rightz{+) b aterialz
Adminiztration(+) Zip[+] Payments(+] Orders(+] Management(+]

| o

Accessones(+]  Manuals(+]

Double-click on Daily Work Reports again.

tain Panel T Daily Work Reports[+] l
g E 7
=S| == i
Diary History Diary Item - D'WH  Contract ltem - D'WR Template
Adjustments Template D'WH Template Usage Report
Process List FReference
T ables[DWR+]
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3. Click on Open folder icon.

Flle Edit Services Window Help
LA =

EDain Work Repor._

DWR Info. 7~ Coniactors  © ConbactorEquip. © DalpStaf 7 Wokltems Force Aocounts

Contract 1D: Inspector:  [Kathy Hinsan
DWR Date: I 0B/08/02

Locked: ﬁu Temperature Weather Conditions
Authorized: fio High:| 0 AM: [~
Authorized Date: [10/00/00 Low [ © Pl |
No Work ltems Installed: Work Suspended: [
Mo Contractors On Site: [ Suspended Time: | 00:00
No Daily Staff On Site: [ Resumed Time: [ 0000 &
Remarks:
[ =l
4. Double-click on the appropriate Contract ID.
®3contract ID 3 x|
Contract 1D |
Imspector |

Date |

Find : |
[ Contract ID

Vendor ID

AMA00PMAZEET 3 MONE/PM-3E-00
AMAZ41C395840 097 MNONE /02440001008 5F ACTY coon
BO0DOSS61C01 008 MOME/DE41-029-282 C5ACTY coza
BO0016627C30 031 MH-5TP-5401[371)/R001ACTY coza
CO0000054C02 sos MH-095-2(419)/0095029 ACTY coza

<| |

0K Cancel

5. Double-click on the appropriate Inspector name.
Etuntr(t D £ |

Contract ID | AMSOOPMA3SS13 . BO42 . MOME/PM-SE-00
Inspector
Date |

Find: [

RIPHMOO1  Pam Moore AMID0PMAZIST

oK Cancel

6. Verify the date and then double-click on DWR date and click OK.

M contract ID |
Contract ID | ADDOD3023CO3 | AOD73 . MH-5TP-234-3[003]/62 34076F
Inspector | COJAGOM. Jane 4 Gossie, A00009023C03
Date |
Find - I
- Date

DWR Date Locked  Auth Ind
r-_

0K Cancel
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) ) O
7. To create a new DWR date, click on the New icon ;
P AASHTO SiteManager

Flle Edit Services Window Help

A=

M Daily Work Reports
" DWR Info. Contiactors | Contractor Equip. © Daily Staff Wark ltems * Force Accounts
Contract ID:  [A0000S025003 Inspector:  Hlane &, Gosaie
DWR Date: | 05/23/02
Locked: jio Temperature Weather Conditions
Authorized: fio High: a T =l
Authorized Date: [00700/00 Low: [ O P =1
Mo Work Items Installed: [ Work Suspended: [
Mo Contractors On Site: [© Suspended Time: | o000 =2
No Daily Staff On Site: [ Resumed Time: [ 0000 [
Remarks:
Pry—— =1
EEO issues
Accident -

=

8. Enter a DWR date. Enter the temperature and the weather conditions and then click on Save
File Edit Services ‘Window Help
D& ? e dE

* DWHR Info.

Contractors " Contractar Equip. Y Daily Staff wiork ltems " Force Accounts
Contract 1D: FUUUUSUZSEU?& Ingpector: IKalhy Hingon
DWR Dale:l Da/00/00
Locked: ﬁu Temperature Weather Conditions
Authorized: ﬁu High: I 0 A.M.:I j'
Authorized D ate: |00/00/00 Low: ] F.M.:I j'
No Work Items Installed: [+

Work Suspended: |
No Contractors On Site: [V Suspended Time: | 00:00 -
Mo Daily Staff On Site: [

Resumed Time: | 00:00 -

Remarks:

9. Click on the Contractors tab, click on the Contractor panel, and click the New icon.
I AASHTO SiteManager

File Edit Services ‘Window Help

ZE®E DS ulE|OF

EDaily Work Reports
D'/R Infa. ontractor Equip. Y D aily Staff Y wiork ltems: " Force Accounts
Contract ID:  [AMI00PTS Inspector:  |kathyHinson ~ Date: [05/23/02
Nbr of Hbr of Contractor
Contractor Supervisors| Workers | His Worked
Hours
Supervisor/Foreman Name Worked
Nbr of Hours Taotal
Personnel Type Persons Worked Hours
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ﬁ Supervisor/Foreman Hame

10. Add the Contractor name by clicking on the drop down arrow.
FlAASHTO SiteManager
File Edit Services wWindow Help
L= = =]

FApDaily Work Reports

DWwWH Info. Contractors " Contractor Equip.  © D aily Staff Work Itemns *  Force Accounts
Contract 1D: FMEIUUF'MASEIS‘I 2 Inspector: |Kathy Hinson D ate: |U5/23/E|2
Nbr of Nbr of Contractor
[Contractor Supervisors | Waorkers Hrs Worked
BO42 JULILS BRAMSCOME, IMC.  ** PRIME **

Hour
Worked
|

| Personnel Type

Hours Total
worked Hours

Nbr of
Persons

11. Click on the Supervisor/Foreman Name panel and then click on New.
FIAaSHTO SiteMana

ger
Eile Edit Service;

2 gindow Help
o
m@e{ o)z OF
EDaily Work Rep:ts
DWw/R Info

g Contractors Contractor Equip. *

Daily Staff Wiarl: Items
Contract 1D:

¥ Foree Aocounts
MS00PH 439513

Inspector: |Kathy Hinson Date: |U5r"23f02

Nbr of Nbr of Contractor
Contractor Supervisors| Workers | Hrs Worked
~ | — E— —T

Hours
Supervisor/Foreman Name Worked

Perzonnel Type

Mbr of
Persons

Hours Total
Worked

Hours

12. Choose the Supervisor Name from the master list. (If the master list was not created, see
Section 3 for information on How to Set U‘ Master List. :
I AASHTO SiteManager

File Edit Services Window Help

=R = ==

EDain Work Reports
f DWH Irfa. *" Conbractors

* Conbractor Equip. Daily Staff Wwhork ltems " Foree Accounts
Contract ID:  An300PMA35513 Inzpector: |Kalhy Hingon Date: |D5J23/U2
Hbr of Mbr of Contractor
IContractor Supervisors| Workers | Hris Worked
B042  JULIUS BRANSCOME, INC, ™ FRIME = 1 o4 oo

Hours
Worked
LANET WEIGAND

-

Pt MOORE

Nbr of Hours Total
Persons Worked

Hours
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13. Follow similar steps to list the appropriate personnel. Click the Personnel panel and

click on New. Click the drop-down arrow in the Personnel Type field and select
the Personnel Type. Click Save.

F3AASHTO SiteManager

eeeeeee window  Help

mEE?2 (D RO E|
FADaily Work Reports
DR Info.

*  Contractors “ Contractor Equip. Draily Staff

Contract 1D:

wiork [tems
EM B00PMAZ9513

“Force Aocounts
Inspector- [Kathy Hinson  Date: [05/23/02
Mbr of MNbr of Contractor
[Contractor Supervisors| Workers Hrs Worked
JULIUS BRANSCOME, INC. = PRIME * | i o ooog |
Hours
Supervisor/Foreman Name worked
TANET WEIGAND =1l 0000

14. Follow similar steps to complete the Contractor Equip. information. Click on Contractor
Equip folder tab. Verify the Contractor. Note: If you need to add a new Contractor, click on

Contractors panel and click on New. Add the required information in the Contractor panel,
1.e., Number of Supervisors, Number of Workers, Contractor Hrs. Worked.
I anSHTO siteManager

File Edit 3Services ‘Window Help

=G TN = = e
EDaily Work Reports
[/R Info

Contractors

" Contractor Equip. Draily Staff Work ltems " Force Accounts
Contract ID:  4M300PMA3S513 Inspeclor. athy Hinson Date: IUS!ZSKDZ
=

Nbr of Mbr of Contractor
Bisupervisors| MWorkers M EHsiwinikedl

Mbi. of
Equipment ID - Description

Nbr Hours
Pieces

Used | Used

15. Click on the bottom Equipment ID — Description panel and click on New. Select the
equipment from the drop down master list and click on Save.

P AASHTO SiteManager

Fle Edt Services Window Help

PEE2 03 g OB

I Daily Work Reports
DR Info. Y Y

Corbactors  Contractor Equip. Daily Staff

Work ltems | Force Accounts

Contract ID: EMBDDPMABSSWB Inspector:  [Kathy Hinsan ~ Date: |05/23/02

Nbrof | Hbiol | Contractor
Supervisors| Workers | Hrs Worked
JULIUS BRANSCOME, INC. ™ PRIME ™ | [ d oom

IContractor
E042

Nbr_ of Hbr Hours
P |Equi ID - Descripti Pieces | Used Used
- 5 i 0000
0215 BULLDOZER
1234 BACKHOE

VDOT Trns-port™ SiteManager™

User Manual
Section Four — Daily Processes - Page 30 of 63



16. Follow similar steps to complete the Daily Staff folder tab. Click on the Daily Staff folder
tab. Click on New and click on Staff member drop down arrow. Add Staff Member names,
Work Code, Hours, etc. Click on Save.

P aASHTO SiteManager
File Edit Services Window Help

mlE? Do gl OF

EDain Work Reports

DR Info. Y Contractors ¥ Contractor Equip. Wwork [tems ¥ Farce Accounts

Contract ID:  |AMS00PMAZS513 Inspector:  |F.athy Hinzon [Tate: IDE.-"23.-"D2

ﬁ"glaﬂ Member Reg. oT Starti
Hours Hours Yehicle 1D | Milea

obby dike
ack Spratt
ane Pain

ill thomas:

17. Click on Work Items tab. The following screen appears. Double-click on an Item to select it.

3 AASHTO SiteManager

File Edit Services Window Help File Edit Services Window Help
PRl #<E| loErEcE #<-E|
FTouity Work Reports
DWR Info.  °  Coniactors  ° Contractor Equip Daily Stal @ Force Accounts DWR Info. Contiactors * Contractor Equi. Dy Staff Work Items Force Accounts
Contract ID:  [EM300PMA3S513 Inspector: [KathyHinson  Date: |05 Contract ID: [300003029C03 Inspector: [athy Hinson __ Date: [04/28/02
Project | Line ltem | Category =] Pioject [ Line ltem | Category =
Mumber | Number | Mumber | Item Code Instid Number | Number | Number | Item Code ipti Instld —
¥ o0 i 000030256115 (0005 ] (T (CBILZATION |mi
[MIDOPMA3SSTO0TD [0400 [i6325 IS ASPHALT CONCRETE |mi 0010 0001 jootot ONSTRUCTION SURVEYING |
e i T o] D GO s (000050296 15 0015 (0] [E0404 ONCRETE CLASS A% [
CEEeEE a0 s R ST | |/poomsozsets iz (] (60450 RDGE DECK GROCVING |mi
IS 3 o =3 T T - OO00E0298 15 [0025 o507 [E7705 [EPCH COATED RENF. (m
(RN K (00009029615 0030 (] 61750 ETRUCT. STEEL HIGH |l
M300PMA33510030 [p400 [16386 FLEXIBLE PAVEWENT i
— 00003029815 (0035 ooo 2010 [CONCRETE PARAPET r
Ma00PMA3S5T035 [p400 [paze7 FURNISH PORTABLE I (T — Ems
M300PMA335T0040 [p400 GEH 4/1 ENCLOSED COMND. Il O00C029615 10040 oo [E5 T O
— IO0003023815 (0045 [ooo1 [E4030 POROUS BACKFILL r
M300PMA33510045 [p400 403z [FYPE B CLASS IPAVE. i M
M300PMA39510050 [p400 [Ba034 [TPE B CLASS | PAVE. I mi
M300PMA33510055 [p400 404z [FVPE B CLAES | PAVE Il i (i FiLE PORT FoR m
[MAO0PMA3SST0E0 [p400 4075 TYPEBICLASS Wi PAVE. |m P R T R =i TONCRETE CLASS A3 ml
M300PMA335T00ES [p400 4077 [FVPE B CLASS VI PAVE O 0003029675 (0070 ] EEam ST m
M300PMAS35T0070 [p400 T [ENCIA PLOWY. RAISED Cl=

18. The following screen appears. Click on New icon. The panel opens for you to add
information as seen below. Add applicable information in the fields; i.e., Placed Qty,
Contractor, Location, Stations, etc., in the bottom panel. Click on Save.

®3aAsHTO siteManager
Fle Edt Services Window Help

EREE Dyl Qsc@r|
DWRInfo.  ©  Cortactars  ° CortiactorEquip. . DalpStaff  © Work Items Farce Accaunts

Contract ID: FUUUUSUESCW Inspector:  [Kathy Hinson  Date: |04/28/02

Project Nbr- [ 00003023815 Line Itm Nbr: [ 0050 Item Code:[54035 Category Nbr: 0001
Desc: PIPE UMDERDRAIM 6" Unit Plicai $10.50000

Ay Installed To Date: G Bid Quy: [IE2.000 Units Typel LF
Status: [icive Oty Paid To Date: 000 Current Contract Qty: [162.000 Pay To Plan Qty: []

[Loc Seq Nbr_[Location Installed Placed Aty _|Plan Page Numbei[Templt Used
| oo [N ] |

Placed Oty: oo} Contractor: | =
Plan Page Nbr: E Loc Seq Mbr: i

ﬁ Location: Heasured Indicator: [

Difset Distance Station Difset Distance

I BT W BT W T S —
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19. To go the next work item to be added click on Services|Select Work Item. You will be back
at the Work Items window with different Project Numbers displayed.

20. Double-click on a Project Number and click on “New” icon to add information. Then follow
Step 18 above.

21. Click on Force Accounts folder tab. Then, click on Record Force Account Information icon =,

I anSHTO SiteManager
File Edit Services Window Help

P& sl &)

EDain Work Reports

D'wWHR Info. i Contractors Contractor E quip. Y Daily Staff Y Wwiork Items

Contract ID: 'm Inspector: |Kathy Hinson Date: |U4.v‘28.1‘02
Foice Force Account Description Purpose
Account |D
1 Relocate Sewer line Clearance for foundations for Bridge
2 [DUMPTRUCK. [FORD 89 Fa000
3 [wDRK COVERED BY FORCE ACCOUNT [KATHY MADE US DOIT
4 [SOUND BARRIER WiALL |LOWER SOUND FOR HOUSING DEVEL

22. Add Force Account Hrs Used and Hrs Idle for each equipment.
e

File Edit Services ‘Window Help

ERe? o0 wREE s
Eloaty workcveparts _____—__________—_____

DR Info. i Contractors " Contractor Equip. Daily Staff | ok ltems *"Force Accounts

Contract I1D: ﬁDDDDBDZBEDE Inspector:  |Kathy Hinson Date: [04/28/02

Force Account Description:| lé Sewer Line Relocation

Purpose Text| [Clearance for Second Bridge

Foice Account Eqp Description Hrs Used Used RHate Hrs Idle  Idle Rate Ownership
[Backhos [ 00 S70.00] oo $25.00Rented and brought ta site
Cormpressor [ )| $95.00 on[  $30.00[Rented and on site
[Front End Loader [ 0] $40.00] oo $10.00Fented and on site

23. Click on Force Account Labor icon @ Enter Regular Hrs and OT Hrs for each laborer.

Click on Save.

Eile Edit Services ‘Window Help A
mMe? o0 Hefm |

E Daily Work Reports

LR [nfao. Contractors " Cantractar Equip. L aily Staff “wéork [tems *'Force Accounts
Contract ID: 00003023C03 Inzpector: |Kath_l,l Hinzon Date: |D4/28/E|2
[Force Account D iption:] [& Sewer Line Relocation

|Clearance for Second Bridge

Worker Hame Class Regular Hrs Regular Rate Fringe Rate OT Hrs OT Rate
ohn Doe [&ir Comprass:| .00[$10.00 |20.00 | .00[$15.00
Tommy Jones [Backhos Ope .00[$20.00 [30.00 | .00[$25.00
tary Denver [Truck Driver, | .00[$9.00 [19.000 | .00[$14.00
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=
24. Click on Force Account Material icon Iﬂ . Enter the Quantity and click on Save and
Exit.

3 AASHTO SiteManager
Fle Edit Services Window Help P~

LRI IET £ SIS

ﬂDaily Work Reports

DR Info. Contractors " Cantractar Equip. Draily Staff ok ltems “"Force Accounts
Contract I1D: EUUUUSUZSEUB Ingpector: |Kathy Hinzon Date: |E|4."28JUE

Force Account Description: l& Sewer Line Relocation
Purpose Text| [Clearance for Second Bridge

Invoice ID Cont FA Matl Description Quantity Unit Price  Unit of Measure
2468 |Pipe for Sewer Line | 000]  $500.00000] LF
0123 |Cunnacturs | UUU| $2D.DDDDD| EACH

1

25. The PM notifies the DCA to initiate a Change Order to pay Force Account.

Note: Once a DCA adds a Change Order for a Force Account, the PM/Inspector can pay on
the Change Order Items in the Daily Work Report as a regular work item.
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B. Project Engineer

B.1. Estimate Tracking

The Estimate Tracking panel is a view-only window that shows the tracking of Estimate generation,

approval, and rejection.

1. Login to SiteManager. At the Available Groups window, select Group ID “PROJECT

ENGINEER” and click OK.

SiteManager Logon

Tmspork

Construction Management Software

QSitEManager‘

User 1D: IHIKFHDM
Password: ||

Connect to: Isgwg, vl
Logon I Change Password | Cloze |

Available Groups for RIKFHOO1

Grp Id I Group Hame -
ShdlMO |SiteM anager [ngquiry Group
IMSF Irizpector
ShalrIM - |Sitebdanager Administrator
Pha Froject b anager

IHES Engr |Hesidenc_l,l Construction Engineer -

119 I

Select the Group for the session.

2. At the main panel, double-click on Contractor Payments.

E SiteManager Panel

Contractor Payments(+]

Main Panel
s B .
Contract Draily wéark Fipeline and
Administration[+]  Reportz(+] Zip[+]

[ IS,

Accessonez+]  Manuals(+]

3. Double-click on the Estimate icon.

ESiteManager Panel

[ Main Panel

Contractor Payments[+] T Estimate(+]

?Iﬁ

Contract Milestone Feports [CP+) Reference Process List
Adjustments(+]  Adjuztments(+] Tables [CP+]

4. Double-click on Estimate Tracking icon.

tain Panel Exlumale[+] I
Generate Estimate Estimate Estimate ltem  Estimate ltem  Estimate H\slnry Estimate
Estimate Summary Dizcrepancy Dretail Paybook Approval
ki
Estimate
Riejection
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5. Double-click on the Contract to select it.

Flselct contract andEsumate ﬂ
“Celechi
@ Contract |
Estimate I
Find :
— Contract
Contract 1D Yendor ID Fed State Proj Nbr Status County Lv¥l2 Ly*
] 1/00111324[PEND R
500054 782M028 EO05 NH-968-8[020)MS19BE ACTY C968 08 02

6. Double-click on the estimate number you need to select the Estimate.

ESelect Contract and Estimate x|
“celech
Contract I 500054782M 028
Estimate I
Find : |

~ Esti

E stimate Met Pay Period PM PM Last Appr. Last Appr. E

Humber End Date Uszer ID Appr. Date Uszer ID Date 5

$25600.0005/14/02  [NDMGEODT 08/22/02  [NOMGBOD1 |08/22/02 |

7.

You should see the Estimate Tracking for that contract.

File Services wWindow Help
=TT

ﬂEstimate Tracking

Contract ID: |500054782N02E E stimate Mbr: IDEID1

Date Time Uszer ID
Generated |IJBH22£D2 |1 4:41:24 |HF|.JELDD1
PM |IJBH22£D2 |1 5:00:39 |NDMGBDD‘I
PE |I38£22£D2 |1 5:01:51 |NDMGBDU‘I
DCA |DB£22£D2 |1 5:04:11 |NDMGBDD‘I

Note: To see an estimate on another contract, click on the Open folder icon

and
double-click on a Contract ID.

8. Click on “X” to exit the screen.

VDOT Trns-port™ SiteManager™

User Manual
Section Four — Daily Processes - Page 35 of 63



C. Responsible Engineer

C.1. Estimate Tracking

The Estimate Tracking panel is a view-only window that shows the tracking of Estimate generation,

approval, and rejection.

1. Login to SiteManager. At the Available Groups window, select Group ID “RESIDENT

ENGINEER” and click OK.

SiteManager Logon

Available Groups for COAMTOO1

Trng pork Grp Id |

Group Hame

Construction fanagement Software

SitEManager" Dzt Eng |Distric:t Construction Engineer

DCa& [Dristrict Contract Administrator

Braowse |Erc-w&e Group

User ID: |RIKFHOOD COCO
Password: ||
Connect to: | Server vI

Fraject Engineer

[Construction Division Cortract Adrmin

1

Logon I Change Password | Close |

Select the Group for the session.

(119

2. At the main panel, double-click on Contractor Payments.

ESiteManager Panel
Main Panel Contractor Payments(+]
Contract Craily ‘wfark. Pipeline and Charn
Administration[+]  Reports(+] Zip[+] Orders
|
E O
Accessones(+] I anuals(+]
3. Double-click on the Estimate icon.
ESiteManager Panel
[ Main Panel Contractor Paymenls[+] T Estimate(+]
Contract Milestone Feports [CP+) Reference Process List
Adjustments(+]  Adjuztments(+] Tables [CP+]

4. Double-click on Estimate Tracking icon.

tain Panel E stimate(+] I
I Q £ [P ¢
Generate E stimate Estimate Estimate [tern  Estimate ltem  Estimate Histary E stimate
E stimate Summary Dizcrepancy Detail Papbook Appraval
W
E stimate
Rejection
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5. Double-click on the Contract to select it.

x
“celech
Contract I
Estimate |
Find :
—C
Contract ID Yendor 1D Fed State Proj Mbr Status County Lvl2 Ly~
2 15132(105)/0011132v| PEND 8 s |53
5O00054782M02E EN0S MH-968-8(020) M S196E ACTY CS9EE 0g 0z

6. Double-click on the estimate number you need to select the Estimate.

ESeIect Contract and Estimate x|
—¢alech
Caontract I BO0054722M 028
Estimate |
Find : |

— Esti

E stimate Met Pay Period PM PM Last Appr. Last Appr. E

Humber End Date Uszer ID Appr. Date Uszer ID Date 5

NOMGEODT og/22/02  [NOMGEOOT [

7. You should see the Estimate Tracking for that contract.

File Services ‘Window Help

LR

EEstimate Tracking
Contract ID: |500054732M02E Estimate Nbr: IDDD‘I
Date Time User ID
Generated |DB£22£D2 |1 4:41:24 |HF|.JELDD1
PM |DB;’22£D2 |1 5:00:39 |NDMGBDD‘I
PE |DS£22JU2 |1 5:01:51 |NDMGBDD'I
DCA |DB;’22£D2 |1 50411 |NDMGBDD‘I

Note: To see an estimate on another contract, click on the Open folder icon
double-click on a Contract ID.

and

&. Click on “X” to exit the screen.
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D. District Contract Administrator

D.1. Summary to Contractor
Refer to Section 9 to print the Summary to Contractor Report.

3 Print Preview

Erint... | | * = pagefl o3 W® |@ (A [ 75% v|| Help | Close

Surnmary to Contrac tor Page 1 of 3
RptID: SULICONT Commomyeabth of Virginia Date: 02726,2003
Department of Transportation
Summary to Coniractor

Yendor ID: IIIOE Vendor Mame: MERTIN LMD GASS, INCOFPCRATED
C'"m‘%? BOOOOS5361C01 Estimate Mumb er: 0001 Pay Period: 01/30/2002
i 0153172002

Coniract Lo cation: Time ANowed : o1 0 days
FR: 0.113 LI E RTE A58 Time Charged : 2.0 days
Perceni Time: 3380
Estimaie Type: PROGEESS ESTIMATE
Estimate
Comments:

Coniracior:

WARTIN AWD GASS, INCORPORATED Date Lei: 052501099

6473 GENERLL GEEEN W& Y Date Awarded : 0@ 711909
Date Coniract

ATFEBHMDRIA, VA J2312-2413 Executed: Oaf2051 509

Phiome : 703 -256-4900 Date Motice to Proceed: 013072002
Date Work Beran: 013002002
Date Time Stopped: 00000000
Date Accepied: 0oy27r2002

L i Project Manager/Inspector
Disirict Contract Administrator 04 COTTWOOL

Escrow Agent: FIRST VIRGINIA BANE
Surety Co: 5T. PAUL FIRE & MARINE INSTURANCE CO.
Estimate Paid: YES

Counties:
FAIRFAX
Project Number ~ pcr  Fed Sate Project Description 1

DOODSSEIEAZ 2265 NONEMS41029282 ERRgEI%GED BRIDGE CI RTE. 641 O¥ER POHICK
00005361C01 6872 NONEN641029282 nrorooi EAISTING TWOLANE FACILITY AND
DOODSSEIUNL 263 HOMEM§41020282  UTILITIES
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a Print Preview

Frirt... | | U] PQQEIE_ o3 = = |@ @I?E% '” Help | Close

Surmary to Contractor Fage 20f 3

Total to Date Prev to Date  This Estimate

Particip ating 3 000§ 0.00% 0.00
DNon-Particip ating § 3490560 § 000% 3490560
Total Earnings §  34,905.60 % 0.00% 3490560

Stockp iled Materiak $ 0o § 0.00 % 0.00
Gross Earnings $  34,905.60 % 0.00%  34,905.60
Retainage $ 174528 % 0.00 % -1,745.28
Estrow Amount $ 174528 % 0.00 % 1,745.28
Securities Eneumb ered § 00 § 0.00 % 0.00
DNet Earnings §  34,905.60 % 0.00% 3490560
Liquidated Damages $ 000 § 0.00 % 0.00
Incentives $ 000 § 0.00 % 0.00
Disincentives $ 000§ 0.00% 0.00
Fuel Adjustment $ 1085 § 0004 1025
Bituminous Adjustment § 00 § 0.00 % 0.00
Autopay Adjustment § 00 § 0.00 % 0.00
Amount Due $ 3491645 § 0.00% 3491645

Other &djustments $ 000 § 0.00 % 0.00
Payments $ 3491645 § 0.00% 3491645

Epproved fir Payment By Doate:
Harne Title

Project Mumb er: 00005561818

Line Item Category Ttem Code/ Lo Qty This . Quantity Cumulative
Mumber Number Descripton ~ UmtPrie Sy T Units Paid Amount

o010 ooai o010l § 28,359.440 1000 LS § 2835944 % 2835044
CCHSTRUCTION SURVEYING
this is a test. thisiza test. this is a test. [ think T arn sure thisisa test.
o040 ooo1 62010 $ 27.000 15000 LF $ 40500 & 405.00
CCHCREETE PARAPET
o050 ooai G4011 § 21.000 15000CY % 31500% 31500
STRITCTITRE
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D.2. Approve the Estimate

Estimate Approval as District Contract Administrator

IMPORTANT: REFER TO APPENDIX I AND RUN THE VALIDATIONS PLUG-IN
BEFORE APPROVING AN ESTIMATE.

Note: The District Contract Administrator can NOT check both the Project Engineer and
Responsible Engineer checkboxes along with the District Contract Admin checkbox to override
the Project Engineer and the Responsible Engineer approvals. System controls are in place to
keep the same userid from approving more than two levels of estimate approvals. Project
Engineer and Responsible Engineer are required to view and approve monthly estimates and
have backups for these functions when they are not available.

1. Log in to SittManager. At the Available Groups window, select Group ID “DCA” and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

T Grp Id : ETo-up Hame |A
SMADMIN - |Sitetanager &dminiztrator

~9iteManager|| [

L‘ Construction Management Software
*’}-

Project kanager

- Froj Eng Froject Engineer

User ID: [RIKFHOOT Res Enar  |Residency Constuction Enginesr

Password: ||

Connect to: Isewe[ 'l
Lo—lgon Chmae Passwordl — | Select the Group for the session.

Dizt Eng Diztrict Construction Engineer

District Contract Administratar

2. At the main panel, double-click on Contractor Payments.

ESiteManager Panel

Main Panel Contractor Papmentz(+]
s B I
Contract Draily wiork Pipeline and
Administration[+]  Feports(+] Zipl+]
|
m W
Accessanes(+]  Manuals(+)

3. Double-click on the Estimate icon.

ﬂSiteManager Panel

| Main Panel Contractor Paymenls[+] T Estimate(+]
E stimate(+] Conbract Milestone Reportz [CP+)  Reference Process List
Adiustmentz+]  Adjustmentz(+] Tables [CP+]
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4. Double-click on Estimate Approval icon.

ESiteManager Panel

5. Double-click on the Contract ID.

ﬂSEIect Contract,/Estimate

e

MNH-STP-5401[371]/R00IACTY
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6. You should be at the Estimate Approve window. There would be a checkbox to the right of
District Contract Admin. Click in the appropriate checkbox to approve the estimate.
Note: After a DCA approves an Estimate, the Estimate cannot be retrieved for corrections and it
cannot be deleted. If corrections are needed before DCA approval, estimate must be rejected and
deleted and the PM/Inspector must do the corrections and reinitiate the approval process.
If you are ready to approve the Estimate, click the approval checkbox, click on Save and exit.

I AasHTO SiteManager =13
File Services Window Help

| mEEE DS g

T
Contract ID:  |3M701GR33653 Estimate Nbr:  |0005

Generated By: [YFTCOC On: [12/17/03  [1356:35:99300  Type: |PROG

Spprovalllevels

Project Manager | ¥ 2avmz [ianzos |LvPTCoC

Praject Engineer | ~  [zimms  [ie03ie  [LyPTCOC
Distiict Contiact Admn [ BT RIKFHOD)

After checking the box to the right of District Contract Admin.to approve the estimate and
saving, the approval date and time will automatically populate. Note: The District
Contract Administrator can check both the Project Engineer and District Contract
Administrator checkboxes to override the Project Engineer approval.

7. Click on OK and exit. Click the “X” to close. A message box says: Profile CCPESTAP for
process CCPESTAP has completed. Click on OK. Click on “X” to exit.
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D.3. Estimate Rejection
Note: The rejection process can only be done after the PM has approved the estimate. The rejection
process can be done either at the PE, RE, or the DCA level when the estimate becomes available for
approval to that level. After a DCA approves an Estimate, the Estimate cannot be retrieved for
corrections and it cannot be deleted. If corrections are needed before DCA approval, estimate must be
rejected and deleted and the PM/Inspector must do the corrections and reinitiate the approval process.
Reject an Estimate
(1) From Main Panel, double-click Contractor Payments.
(2) Double-click Estimate.
(3) Double-click the Estimate Rejection icon.
(4) If contract selection window appears, double-click on the contract to select it.
(5) The Estimate Rejection window opens. Verify Contract ID, Estimate Number, etc.

To reject the Estimate, type the Reason for Rejection and click Save. Close when finished.

1. From the Main Panel, double-click Contractor Payments.

FAsSiteManager Panel

Main Panel 1

l: uuuuu Dai \y W’ork Fipelineg and
+] Zip(+]

Manuals{+]

Civil Rights{+) Materiale
Orders(+] Management(+]

[+] Sy
Administration(+]

2. Double-click Estimate.
tain Panel Contractor Payments[+] | Estimate[+]
- & F 2 W =
atef+)

Contract Milestone Reports [CP+) Reterence Process List
Adjustments(+]  Adjustments(+] Tables [CP+]

3. Double-click the Estimate Rejection icon.

E stimate(+])

Y
B B & & [/

E stimate Estimate Estimate ltem  Estimate ltem  Estimate Histoy  Estimate
Summary Discrepancy Detail Papback, Approval

I Main Panel 1 Contracter Payments(+]

enerate
Estimate

Enter Check
Number

4. Note: If this is the first time, a contract selection window would appear and you would double-click
on the appropriate contract to select it. The Estimate Rejection window opens as noted in the
example. The user would verify the Contract ID, Estimate Number, etc. To reject the estimate, the
user would tZBe the Reason for Rejection and click Save. When complete, click Close.

Bl Seraces Wndow Help
mM@rT DFEFad

e T — Note: In the example, the user is a PM who had not
o s o sl ol i yet approved the Estimate and who wishes to reject
o e prEs— pe an Estimate.

——————— Once an Estimate approval level has approved an

Estimate, that same approval level cannot reject that
s N = Estimate.
I
=]
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D.4. Review DCA Nightly Run Reports (Fatallog and Fisclog)
Here is an example of the DCA Nightly Run Report that will be produced for a contract that passed
the FMSII edits and will be passed to FMSII. This report will show you whether to start the approval

process or if a contract needs to be fixed and resubmitted.

File Edit Format View Help

COMMONWEALTH OF VIRGINIA
DEPARTMENT OF TRANSPORTATION
DCA NIGHTLY RUN REPORT
SITEMANAGER-SM2FMSII 01/05/10

The following are the Contract Estimates Processing Results :

CONTRACT ID PERIOD END ESTIMATE

ESTIMATE CONTRACTOR'S NAME DATE STATUS
MSG ID MESSAGE DESC

DISTRICT 1

D00086169C01 ELK KNOB, INC. 20091130 APRV

102(1) Processing for contract D00086169C01 estimate
0014 for period ending 20091130 was successful.
Data has been written to the export files.

1. Log on as District Contract Administrator. From the SiteManager Main Panel, double-click
Contractor Payments.

Main Panel Caontractar Payments[+) ]
Contract Draily Wark Pipeline and Change Civil Rights[+] Matenals
Administration(+]  Repartz(+] Zip[+ Orders(+] M anagement(+]
|
g (D)
Accessones(+] Spstem tanuals(+]

Adrministration(+)

2. Double-click Estimate.

| Main Panel Contractor Pa_l,lmenls[+]
Contract Milegtone Reports [CP+] Reference Process List
Adustmentz(+]  Adjustments(+] T ables [CP+]

3. Double-click Estimate History.

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

Generate E stimate Estimate Estimate ltem  Estimate ltem  [SlElER il E stimate
E stimate Summary Discrepancy Detail Paybook Approval
W

Estimate E stimate

Fejection Tracking
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4. From the Estimate History window, select the Estimate Number.

Click the Attachment i | icon.

FIAASHTO SiteManager

File Services window Help
LT TS

Contract ID: F\DDDEMSEEDE

Estimate Net Pay Period PM PM

Humber End Date User ID Appr. Date
COJAG001

oW 08/2703

COHWOD1 0317404

COHWOD1 03423404

Description1: |D 83 MI. SOUND BARRIER WaLL

Last Appr.  Last Appr. Esl
&

Date at

COJTWw 001 08/27/03
COJHWOm 03/17/04  APRY
COJHWOM 03/23/04  RPRY

$71,435 80 04/03/03
0003 $118,870.4005/03/03
0004 4-2.020,835 00 05/30/03

5. Double-click ‘FATALLOG’.

ﬁ wm P:

timate History

Hame Type Description Autorun
Fiesults Plug  [SiteManager Interface ta FMSII Processing Results
miCode Sheet Flug  [SM/FMSI Interface Code Sheet
WFISCLOG URL  [Path to review Fisclag reports by date created in the SkAFMSII Interface

6. From the ‘fmsarch’ screen, double-click the file needed. For example, double-click on the
20030925 171021 folder to open the report for September 25, 2003. The file name format is
year-month-day.

File

Edit  Wiew Favorites Tools  Help

qmBack -~ = -

| Qsearch [ Folders 4 | FEALY SO ) | [E-

Address I[:I }\Binapp0SiSMDEYLYlanpathiFisarch

[CJz0031 023_2z20005

=1 (20030925 171021 ;

fmsa;ch

[ 20030926_094108
[ 20030926_100726
e 20030926_101453

This folder is Online.

Select an item to view its description,

% 20030926_102035
[ 20030926_165535
e 20030926_220003
[ 20030929 _220100
[C120030930 220003

[Cdz0031 024_z2z20005
[Cdz0031 027 _zz0007
[Cdz0031 025_220055
[Cdz0031 029_z2z20003
[Cdz0031 030_z220006
(120031031 _220059
[Cdz0031 103_2=20058
[Cz0031104 220058

Eile

Edit Miew Favorites Tools Help

[CJz0031 127 _zz20006
[Cdz0031 128_z20006
(20031201 _220007
[Cdz0031 202 _2z20007
[Cdz0031 203 _220006
[Cdz0031 204 _220008
[Cdz0031 205_220006
[Cdz0031 205 _2z20007
20031208 220006

Another examgle, the October 8, 2003 file is selected.

<= Back - = - | Fisearch [yFolders % | [ 03 o = | RS

Address ID Frnsarch

L T T e

-

1 e | Mame  * size | Type [ Modified
ﬁ L 3 znnzn9es_171021 File: Folder 11/12{2003 7:37 PM
:. [C1 zo030026_ 094105 File Folder 11}12/2003 7:37 PM
fmsarch [CJ znnzn9ze_inn7zs File: Folder 11/12{2003 7:37 PM
Czo030926 101453 File: Folder 11}12/2003 7:37 PM
This Falder is Online. =) 20030926_102035 File Folder 11/12/2003 7:37 PM
[C zo030926 185835 File: Folder 11/12/2003 7137 PM
20031008_2ZZ0004 1 zon30926_z20003 File: Folder 11/12/2003 7:37 FM
File Folder (120030029 _2z0100 File Falder 11/12/2003 7:37 PM
Modified: 117122003 7:57 PM [C0 znnanean_zennns File: Falder 11122003 7:37 PM
’ [ zoos1001 220003 File: Folder 11/12/2003 7137 PM

Attributes: (normal) .

23 2001002 _zennns File: Falder 11122003 7:37 PM
[CJ zo0351003 220006 File: Folder 11/12/2003 7137 PM
(23 2001006 _zennne File: Falder 11122003 7:37 PM
[C0 200351007 _z20006 File: Folder 11/12/2003 7137 PM
File Folder 11/12/2003 7:37 PM
[C0 z0031009_220005 File: Folder 11/12/2003 7137 PM
(23 zo031010_z20004 File Folder 11/12/2003 7:37 PM

B
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7. Double-click ‘fatallog’ text file to open the report.

& 200310

File Edit ‘iew Favorites Tools Help

SpBack v+ = - | Qisearch  [4Folders 4 | A ) | E-

address |[:| 20031008_220004

Sizal Type | Modified

Hd

20031008_220004

ZKB Text Document
1KE  Text Document

& fatallog_20021218 - Notepad

Fle Edit Farmat Help

10/8{2003 10:00 PM
10/8{2003 10:00 PM

=10l x|

COMMONWEALTH OF VIRGIMIA
DEPARTMEMT OF TRAMSPORTATIORN
DCA NIGHTLY RUM RERCRT
SITEMAMAGER-SM2FMSII Error Messages - Fatal Report

The following Contract Estimates have fatal errors:

CONTRACT ID

ESTIMATE
ESTIMATE CONTRACTOR'S NAME DATE
ERROR ID ERROR MESSAGE
402 The siteManager Interface File was not found in
the “M050lcomitoolslysmytesthlanpathhfin
directary.
DISTRICT A-
AQOOLB603C0L A & W CONTRACTING CORPORATION 20000101
102 Processing for contract AQO0018603COL estimate
ool far Eer"‘lod ending 20000101 was successful.
pata has been written to the export files.
348 wvendor address not found for vendor of type opav.
CO0000054C02 SHIRLEY CONTRACTING CORPORATION 20021121

102 processing for contract CO0000054C02 estimate
0008 for period ending 20021121 was successful.
pata has Eeen written to the export files.

320 Contract Items with unit type of Lump Sum <annot
hawe a Contract ITem Instawed quantity greater
than one {1.0).

8. Review DCA Nightly Run Reports (Fisclog). From the Main Panel, double-click

Contractor Payments.

Main Panel T Contractor Payments(+] ]
S [E 4 O X
s B iy
Contract D aily Woork Fipeline and Change Civil Rights{+) I aterials
Administration[+]  Reports(+] Zip[+] Orders(+) Management|+]

9. Double-click Estimate.

| Main Panel T Contractor Payments[+] T Estimate(+]
A i =
Contract Iileztone Reportz [CP+] Feference Frocess List
Adjustments(+]  Adjustments(+] Tables (CP+]

10. Double-click Estimate History.

| tain Panel T

Generate Estimate Estimate
E stimate Summary

Contractor Payments[+] T Estimate[+]

R

Estimate ltem  Estimate Item  [SpEl
Dizcrepancy Dretail FPaybook

Estimate
Approval
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11. The Estimate History window opens. Double-click the Estimate Number.

=4 Fstimate History

Contract ID: FUDU&MQSCUS Descriptionl: IU.83 kl. SOUND BARRIER ‘wall
E stimate Net Pay Period PH PH Last Appr. Last Appr. Est Est
Number End D ate User ID Date

Stat Typs

i}
08727403

APRY FROI

$71.436.8004/03/03

12. Click the Attachment button .

¥ AASHTO SiteManager

File Services ‘Window Help
LRI

ﬂ Estimate History

Contract ID: |3M4034140638 Description: |STH. REFAIR OF RTE. 156 LIFT BR. OYER JAMES

Estimate  Met Pay Period PH PH Last Appr.  Last Appr. Est Est
User ID User ID Date  Stat Type

RIJREOOT 01/ RITEFO01 a

RIJREOO RIFHROO

13. Double-click ‘fisclog’.
¥ AASHTO SiteManager,
File Services ‘Window Help

eecll I g T T

APRY

ﬂ Estimate History

‘{ Hame Type Description Autorun
[ d
E stjm|fatallogs

14. Highlight the desired file and double-click to select the file. Note: File names are in the
year/month/day format. For example, the file named 20030925 171021 is the file for

Se:tember 25,2003.
& fmsarch MmEE

[ |

Ele Edt Yew Favortes Tods Help |
d=Back ~ = - | @ search [ Folders @l B 0E X = ‘ Ed-
adress [ |6ioappO5\SMIDEVL langethifmsarch | @
= ] = |20030925_171021 * |1 20031023 _z20005 |_120031127_z20006
"D L (20030926 094108 (120031024 _220005 (CJ20031128_220006
e [ z0030926_100726 (120031027 _220007 (120031201 _220007
fmsarch 120030926 _101453 (120031028 220058 (Z120031202_220007
20030926 _102035 (20031029 _220003 (120031203 _220006
This folder is Online. (70030926 _165835 [ z0031030_z20006 (170031204 _z20008
(20030926 _zz0003 (120031031 _220059 (120031205 _220006
Select an item bo view its description. - (] 20030929_220100 (C120031103_220058 (120031208 _220007
ses alsor (120030930_220003 (120031104 _220058 (2120031209 _220006
My Documents (120031001 _220003 (120031105 _220008 (Jz0031210_220101
My Mook Placs (C20031002_220003 (C120031106_220007 (CJzo031211_220006
My Compter (120031003 _220006 (C120031107_220006 (CJz0031212_220005
(120031008 _220006 (Z120031110_220007 (120031215 220007
[ — T — [ p—
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15. Double-click ‘fisclog’.

File Edit “ew Favaorites Tools Help |

d=Back - = - | Qsearch [ Folders 4 | 503 X @ | Ed~

Address I[:I 20031008 _220004 j PGD
— -1 Mame * | Size | Type | Modified |
LD L Fatallo 2KE  Text Document 10/8¢2005 10:00 PM
. Fisclo 1 KB Text Docurent 10/8/2003 10:00 PM

20031008_220004

Type: Text Docurnent
Size: 1010 bytes

This Folder is Online,

fisclog
Text Document

16. Here is an example of the DCA Nightly Run Processed Report that will be produced for a
contract that passed the FMSII edits and will be passed to FMSII. This one should be ready to
approve in FMS. Use this report to approve in FMSII.

& fisclog_20030122 - Notepad -0 x|
File Edit Format Help

COMMORWEALTH OF WIRGIMIA ﬂ
DEFARTMEMT COF TRANSPORTATION
DA MIGHTLY RUNM REPORT

SITEMAMAGER-SMZFMSII COMTRACTS READY FOR FISCAL PROCESSIMG RERFORT

SELECTED ESTIMATES HAVE WALID DISTRIBUTION CHARGES

CONTRACT ID CONTRACTOR'S NAME ESTIMATE ESTIMATE ESTIMATE
DATE STATUS AMOUNT

DISTRICT 8-53
G00056983L01 FLECKER COMSTRUCTION COMPZO0Z20702 APRW
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D.S. Results Plug-In

1. From the SiteManager main panel, double-click on Contractor Payments.

ESiteManager Panel

e W

Accessones(+]  Manuals(+]

2. The Contractor Payments panel opens. Double-click on Estimate.

Main Panel Contractor Payments[+] ]
Cantract Draily W ark, Plpellne and Change Civil nght$[+] I aterialz
Administration(+]  Reports[+] Zipl+] Orders(+] i anagement(+)

ESiteManager Panel |
tain Panel Contractor Payments([+] T E stimate]+]
sinn ‘ . m
E stimate{+) Contract tilestone Reports [CP+) Reference Process List
Adiustmentz(+]  Adjuztments(+] Tables [CP+)
3. Double-click on Estimate History.
ESiteManager Panel x|
tain Panel T Contractor Pavments(+] T E stimate[+]
L E! Vg
Generate E stimate E stimate Estimate ltem  Eztimate lberm  [SE0EER T E ztimate
Eztimate Surmnmary Dizcrepancy Detail Payboak. Approval
E stimate E stimate
Fejection Tracking
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4. Select the Contract.

— Selection
r&; Contract Jon0og3z2cn3
Find : |
— Contract
Contract ID Yendor ID Fed State Proj Mbr Status County Lvl 2 Ly~
Roao 77E1E54 A210 BH-095-1[244)/[FO) 7095 PEND Coza 04 27
RO0054553M02E AD20 MH-364-4[024) A MS1964 PEND C3E3 E|4 nz
So0008446C02 mO16 STP-150-4[005)/01 50021 PEMD Cozn 26
STP 7045001070 SR I
| BEI4E|CEI‘I w013 5TP-199- 5[005]#01 9904 ACTY CEI4? 05
W00 8202001 k013 MOME AA000-047-166 CHACTY Co47 1s] 35
‘ﬁ

5. The Estimate History screen opens.

P ansHTO SiteManager
File Services Window Help

IR D S

ﬂEstimate History

Contract 1D: IUDDDDBB22EDS Description: ID.458 MI.GRADE DRAIN ASP.PAVE & BR.[2)
Estimate  Met Pay Period PM PM Last Appr. Last Appr. Est
Humber End Dale User ID Appl Dale Uszer ID Dale Stat
§ A2 HRSDLOO0T
00 $1 D1 204 47 07/03/02 COJT'w/001 0141 8303 COJTWw 00 0141 8303 APRY
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=

6. Click on the Attachment icon —.

Select Results Plug-in and then click on the Running Man icon ﬂ

FJaasHTO SiteManager
File Edit Services wWindow Help

LRI CICEE A CEERE )

‘" Description

Primary | Prime
Perzonnel

Location "'F'ayment Data * Critical Dates *

“" DBE Commit * Training Plan 1
Contractor

Contract I1D: IUDDDDSS22C03

Fed St/Pr Prj Nbr: |STP-704-5(001)/0704-046-204

5t Hame Type

Description Autorun

DislEodz Sheet

0
Time Cha
Contract T|

Work T

Spe|

Wage W
Decision:

[Plug  [FMS Il Contractor Payment Code Sheet ||
Progress S cl[J [Flug  [FMS Il Interiace Pr

7. Click the drop-down arrow for a list of available estimates. Select the estimate that you

want to view and click OK.

ﬂ Choose an Estimate

elect the estimate that you want to view.

Estimate Mumber: | -
0o

000z J

Select the estimate that you want to view.

Estirmate Mumber: {0001 -
0K
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8. Example of the FMSII Processing Results.

K4 Contract Estimate SiteManager to FMS IT Processing Results

Contract D U00008322C03
Estimate Mumber i 001

=81

Resubmit [
Etror Mumber | Severity Error Message
101 (Contract UDOO0S322C03 and estimate 0001 is ready to be processed.
102 Processing for contract UDO00B322C03 estimate 0001 for period ending 20020703 was successful. Data has been written to the export files.

Note: If Contract Estimate not processed successfully, review errors and take corrective action; then
resubmit. Resubmission must be done prior to creating any new estimates for this contract. Ifa
contract has errors when it goes through the FMSII interface, that estimate must be fixed and
resubmitted and successfully passed to FMSII BEFORE the next estimate can be GENERATED.
DWRs can be done, but no estimate can be generated until the previous estimate has gone all the way
through to FMSII.

To close, click on the ‘X’ in the top right corner of the Results panel. Then click on the Attachments

icon 2 (toggle).

File Edit Services ‘window Help o~

m®Ee | O D“‘D“Etﬂ|@£’l'§'“[?!|@@ﬁﬂ§
Attachments

'--Desc:liptiun " Laocation "'F'aymentData “Critical Dates Primary Frime “"DEE Commit Training Flan 1
Persarnel Caontractar
Contract ID: [J00008322C03 Fed St/Pr Pri Nbr: [STP-704-5[001)/0704-046-204
5t Hame Type Description Autorun
DisiCode Shest [Flug  [FMS Il Cantractor Payment Code Sheet ]
Progress 5 Plug |FM5 Il Interface -
D
Time Cha
Contract T|
Work T
Spe

Wage W
Decizion:
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D.6. Code Sheet Plug-in

1. From the SiteManager main panel, double-click on Contractor Payments.

E SiteManager Panel

v
%

Contract
Adrminiztration(+]

Acceszones(+)

Main Panel

Daily 'wark,
Fiepartz(+]

Manuals(+)

Contractor Payments(+] ]

|
i‘@mx

Pipeline and
Zip[+]

Change Civil Rightz[+] taterials
Orderz(+] Managerment(+]

2. The Contractor Payments panel opens. Double-click on Estimate.

FsiteManager Panel x|
[ Main Panel Contractor Payments(+) r Estimata(+] |
Milgstane ‘ . m -
Estimate(+] Contract Milestone Reparts [CP+) Reference Process List
Adustments(+]  Adjustments[+] Tables [CP+)
3. Double-click on Estimate History.
ESiteManager Panel |
b ain Panel T Contractor Payments[+) T E stimate[+]
g L [ ¢
Generate E ztimate E stimate Estimate lbern Estimate Item [EEIUENEE TR E stimate
E stimate Summary Discrepancy Dretail Faybook Approval
Wi
E ztimate E ztimate
Rejection Tracking
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4. Select the Contract.

x|
— Selection
@ Contract L00008322C03
Find :
— Contract
Contract ID Yendor ID Fed State Proj Nbr Status County  Lvl2 Lyv=
ROO01 7761B:54 A210 EH-055-1(244)/(F0)7095 PEND Coz0 04
ROO054553M 028 MH-364-4[024) 71451364 PEND 363 04
S00003446C02 STP-150-4{005)/0150021 PEND Coz20 04
onorneofcry —coss s o3
W0O00E049C01 STP-199-5(005)./019304 ACTY Co47 05
Y000 8202001 NOME /5000-047-166,C5ACTY Ccoa7 05
| |

118 | Eancell

5. The Estimate History screen opens.

FJaASHTO SiteManager

File Services Window Help

M S b

EEstimate History

Contract 1D: IU 00008322C03

Descriptionl: ID.458 MILGRADE DRAINASP.PAVE & BR.[2)

COJTWw00

E stimate Het Pay Period PM PM Last Appr. Last Appr. Est
Humber End Date Uszer ID Appr. Date Uszer ID Date  Stat
i 1|08/0 0 3 HRSDLOO
000 $101,204.47 07/03/02 COJTw0m 01416403

MABM3  APRY
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6. Click on the Attachment icon

Running Man icon E[

. Select Code Sheet Plug-in, and Click on the

B AASHTO siteManager

Eile Services ‘Window Help P

mEress (v FoEs £

EEstimate History

Flug

Type

Description Autorun

FrS Il Contractor Payment Code Sheet

Flug  [FMS |l Interface Processing Result:

7. Click the drop-down arrow for a list of available estimates. Select the estimate that you want to

view and click OK.

Ethuuse an Estimate Ethuuse an Estimate

Select the estimate that you want to view. Select the estimate that you want to view:.

Estimate Mumberr: |

-

Estimate Numberr; I:]Elm vl

00
000z

N
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8. Example of Codesheet.

Etontractor Code Sheet

File

»

8

SITEMANAGER-SMZFMSII

DISTRICT 5-33

COMMONWEALTH OF VIRGINIA

DEPARTMENT OF TRANSPORTATION
CONTRACTOR PAYMENT CODESHEET

CONTRACT ID U00005322C03
FEDERAL PROJECT NO. BR-045-5(007)0704046204
CONTRACTOR W, C. ENGLIZH, INCORFORATED

2/5/2003

ESTIMATE NUMBER: 0001

STATUS PROG

ESTIMATE DATE: 07/03/2002

CONTROLLING PCN 00003322C03

COUNTY/CITY ISLE OF WIGHT

AMOUNT
DBJECT CODE DISTRIBUTION AZT DEEIT CREDIT
23 00005322-2321-26753-631 631 G4320.10
23 00008322-2321-26753-7 1 731 a044.90
2323 00008322-2323-631 531 32135.00
2323 00005322-2323-642 542 1000.00
2323 000053522-2323-668 BES 1.00
2323 00008322-2323631 531 30.00
AMOUNT
OBJECT CODE RETAINAGE NUMBER DEBIT CREDIT
24700 24701 5326.55
|Ready
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9. To close, click on the ‘X’ in the top right corner of the Results panel. Then click on the

Attachments icon i (toggle).

FaasHTO siteManager
File Edt Services Window Help

=TSR = NS 45 Sni= k3

0 Attachments
“Description © Location  Papment Data © Critical Dates . Primary . Prime “"DEE Commit . Training Flan |
Personnel Contractor
Contract 1D: |U00002322C03 Fed 5t/Pr Prj Nbr: |STF'-?D4-5[EIEI1 1/0704-045-204
5t Name Type Description Autorun
= Flug |FMS5 Il Contractor Papment Code Sheet A
Progress SgResults [FPlug  [FMS Il Interface Processing Results [l
0
Time Cha
Contract T|
Work T|
Spe
Wage E
Decision:
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D.7. Fixing Errors and DCA Daily Processes Chart
Item payments and adjustments cannot be changed once the DCA approves the Estimate. Only corrections on
financial data; i.e., UPC Codes, Customer ID, Structure Number, Object Code, etc., can be done after DCA
reviews the Nightly Error Reports. The DCA would review the Nightly Error Report, fix and resubmit the
estimate using the Results Plug-in. There are some errors that the Inspector would need to fix prior to the
DCA approval of an Estimate, such as pay quantities, etc. For those errors, the DCA would need to:

o Reject estimate

o Send estimate back to the Inspector

o Repeat process

DCA DAILY PROCESSES

RECEIVE NOTIFICATION FROM RE THAT ESTIMATE IS
READY FOR DCA APPROVAL

}

DCA REVIEW/PRINT ONLINE SUMMARY TO CONTRACTOR

AN

ERROR IN ITEM QUANTITY READY FOR ESTIMATE
OR OVERPAYMENT OF APPROVAL
ADJUSTMENTS l
l DCA APPROVE
DCA REJECT ESTIMATE ESTIMATE IN SM

I }

ESTIMATE AUTOMATICALLY
ESTIMATE AUTOMATICALLY SENT

SUBMITTED TO
BACK TO PROJECT MANAGER FMS Il NIGHTLY RUN

PROJECT MANAGER 1

CORRECTS AND APPROVES APPROVE IN EMSII

}

PROJECT ENGINEER
APPROVES
l DCA RECEIVES
NOTIFICATION FROM RE
RESPONSIBLE —p| ESTIMATE IS READY FOR
ENGINEER APPROVES DOA APPROVAL
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D.8. Resubmit Corrected Estimate
(Results Plug-in Resubmit)

Resubmit Contract to run through FMSII Interface
After correcting errors, go through the following steps to resubmit the contract for payment.

1. From the SiteManager main panel, double-click on Contractor Payments.

ﬂ siteManager Panel

Main Panel Cantractor Payments(+] ]
Contract D aily Wwiork. Fipeling and Change Civil Rights[+] b aterials
Administration+]  Feports(+) Zipl+] Orders(+] I anagement(+]

E W

Accessories(+]  Manuals(+)

2. The Contractor Payments panel opens. Double-click on Estimate.

ESiteManager Panel

| M air Panel Contractor Payments([+] T E stimate{+]
Hilgztane ‘ . m
Contract Milestone Reports [CP+] Reference Process List
Adjustrents(+]  Adiustments(+] Tables [CP+]
3. Double-click on Estimate History.
ESiteManager Panel |
I ain Panel Contractor Payments(+) T E stimate(+]

Generate E stimate Estimate Estimate ltem  Estimate Item  [RnERcg ekl Estimate

E stirnate Surarnary Discrepaticy Detail Paybook Approval

E stimate E stimate

Rejection Tracking
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4. Select the Contract. Click OK.

x|
_SGI '™
@ Cantract n0o0s322c03
Find : |
— Contract
Contract ID Yendor ID Fed State Proj Nbr Status County Lvl2 L+
RO00177E1B54 A210 BH-095-1(244)/F0)7035 PEND Coz0 04 27
RO0054553N 026 A020 MNH-3E4-4[024) M 51964 PEND C369 04 0z
500008446002 MO1E STP-150-4{005)/01 50021 PEND Coza 04 26
; EE I EE
WO0016049C07 M0 STP-199-5(005)/013304 ACTY Co47 05 35
WO0018202C01 M3 NOME/5000-047-166,C5ACTY Co47 05 i)
‘ﬁ

5. The Estimate History screen opens.

P AaSHTO SiteManager
File Services ‘Wwindow Help

LT

ﬂEstimate History

Contract 1D: IUDDDDSB22C03 Descriptionl: |D. 456 MI.GRADE DRAIN ASP.PAVE. % BR.[2)
Estimate Met Pay Period PM Last Appr. Last Appr. Est

Number

End Date
0] ‘02
$101.204.47 07/03/02

Uszer ID
HRSDLOO
COJTw 00

Date  Stat

01ME/03  APRY
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Click on the Attachment icon
Running Man icon E[

File Edit Services ‘Window Help

E. Select Results Plug-in and then click on the

(D2 22 v H 0 R e AR
0
“Description © Location - PaymentData © Critical Dates © Frimary Prime
Personnel Contractar

“"DBE Commit * Training Plan |

Contract 1D: [U00008322C03

Fed St/Pr Prj Nbr: |STP-?04-5[DD1 1/0704-046-204

St Hame Type Description

Autorun

Disfode Shest
Progress Scf

0
Time Chai

|Plug  [FM5 II Contracter Payment Code Shest
F45 Il Interface Processing Results

N

Contract T|
Work T

Spe

o

Wage
Decision:

L
m—

Click the drop-down arrow for a list of available estimates. Select the estimate that you want to

view and click OK.

E Choose an Estimate

omelect the estimate that you want to view.

Estimate Mumber: || -
Qoo
ooo2

ﬂ Choose an Estimate

=elect the estimate that you want to view.

Estimate Mumber: 0001 -
OK
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8. Click on Resubmit checkbox. Contract will automatically be resubmitted in the next FMSII
Interface Nightly Run.

Contract ID

Resubmit

s

¥4 Contract Estimate SiteManager to FMS II Processing Results

=181 x|

IUDDDDB322€D3

1 Error Message

101

Contract UDO00B322C03 and estimate 0001 is ready to be processed

102

Processing for contract U00008322C03 estimate 0007 for period ending 20020703 was successful. Data has been written to the export files.

9. To close, click on the ‘X’ in the top right corner of the Results panel. This will automatically

save it with the Resubmit indicator turned on. Then click on the Attachments icon - (toggle).

FEaasHTO SiteManager

File Edit Services ‘window Help

=0 AR == = MR () L ==

0 achrnents
“Description  Location  Payment Data * Crtical Dates © Primay | Prime - DBE Commit  Training Plan |
Personnel Contractor
Contract ID: |U0000E322C03 Fed St/Pr Prj Mbr: |STP-?U4-5[DEI1 |/0704-046-204
5t Mame Type Description Autulun'
DisiCode Sheet [Plug  [FMS Il Contractor Papment Code Shest L] I
Progressz 5 Plug [FMS Il Interface Pr
0
Time Cha
Contract T|
Work T|
Spe
Wage W
Decision:

VDOT Trns-port™ SiteManager™
User Manual
Section Four — Daily Processes - Page 62 of 63



D.9. FMSII NIGHTLY RUN

REVIEW DCA NIGHTLY RUN
REPORTS

. -

RESULTS PLUG-IN

passed Estimate
to FMSII not passed
to FMSII
REVIEW ESTIMATE FIX ERRORS ON
IN FMSII FINANCIAL DATA
ONLY IN CONTRACT

MANUAL REDISTRIBUTION OF RESULTS PLUG-IN
CHARGES IF MAINTENANCE RESUBMIT
CONTRACT (DCA/RESIDENCY)

BACK TO
APPROVE FMS Il NIGHTLY
ESTIMATE IN FMSII RUN
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SITEMANAGER™ SECTION FIVE

Monthly Processes

Section Five — Monthly Processes Pages
A. Project Manager
1. Ensure all DWRs & Diaries Completed/Authorized ..........cccoceveeviiiiiniinenicnecneenne. 2
A. Print C-79 RePOTt ...t 2-4
2. Estimated Completion Date Entry by PM .......cccooiiiiiiniiiiicececeee 5-7
3. Retainage
a. Holding Retainage. ..o 8-12
b. Releasing Retainage. .........ouviuiiiiiiii e 13
4. Check Installed Work RepOTt........c.coeevuiriiniiiiiniiiieiceieccececceee e 14
5. Generate ESIMALe ......ccc.eiiiiiiiiiiiiiieeiete e e 15
a. Generate Progress Estimate............o.oiiiiiiiiiiiiiiiii i 16-18
6. Add Adjustments (Asphalt Adjustment)...........ccceeeveriierieeiiiinie e 19-22
7. Contract Milestones — Pay on Incentive/DiSINCENTIVE .......ccueevveriinienienienieierieneene 23
a. Modify Incentive or DiSINCeNtiVe. .........ceviiiniiiiiiiiieiieeiee e 24-27
8. Review Reports
a. View Estimate Summary..........ooooiiiiiiiiiii i 28-31
b. View Estimate Item Details ..o, 32-33
9. Review/Resolve Estimate Discrepancies And Fatal Logs..................ooeveiinnnn. 34
a. Reviewing Estimate DiSCrepancies ............oouveiiiiiiiiiiiiiiiiaiiieaiannn, 35-37
b. ResolVING DiSCIEPANCICS......cccvvereiieiieeiieeiieeeeeieeeiteereesereereeseeeereesseesnseeseeenns 38-41
c. Discrepancy Removal ..........o i 42
d. Recalculate DISCIEPANCIES ......cccvievieiiieiieeiieiie et eniee e eiee e seeeeaeeseeeesbeeseneennees 43
€. Overriding @ DISCIEPANCY .....ccuevviriiiiiiriiniieieeieeie ettt 44-45
f. Fatal Log Errors for Lump Sum OVEITUNS .........ccveriieiiieniieiienie e eieeeve e 45
10. Print Summary t0 CONtraCtor.........cceeieriiririiniieieeiere ettt 46-52
11. Print Monthly Reports
a. SumMmMmAry By Project .....c..cooiiiiiiiiiiiiiiciicece e 53-56
b. Estimate ACtIVIEY LOZ ..cccueiiiiiiiiiiieeiieeciie ettt 57-60
12. DWR Changes
a. Before Estimate Generation...............ooeviiuiiiiiiiiiiiiieieeeane 61-62
b. After Estimate Generation .............o.eoiuiiiiiiiiii i 63-73
B. User Defined Adjustments Prior to PM Estimate Approval ..........cccocceeviieiiiennennnn. 74-75
C. Estimate Approval as Project Manager (PM) .........cccvveviiiiiiiieiiie e 76-78
D. Estimate Approval as Project Engineer (PE) ........ccccoviiiiiiiiiiiniiiieeeeee e 79-81
E. Estimate Approval as Responsible Engineer (RE)..........ccccooviiiiiiiiiiiiiiieeee 82-83
F. Estimate Approval as District Contract Administrator (DCA).......cccceeeeverienienennne 84-85
G. Scheduling & Contract Division (CDCO) Monthly Maintenance/Update
INAEX HISTOTY . .ontitiiti e 86-88
H. Stockpiled Materials (Material On Hand)...........cccouveeiiiieiiiieiieciecceeeee e 89
I. Check Progress (PM and DCA).......cocuiiiiiiieieeieee ettt 89
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A. Project Manager

A.1. Ensure all Daily Work Reports (DWRs) and Diaries Completed/Authorized.

Refer to Section 4 for assistance to verify Diary authorization.

A.l.a. Print C-79 REPORT.
1. Login to SiteManager. At the Available Groups window, select Group ID “PROJECT MANAGER”

and click OK.
SiteManager Lagon Available Groups for RIKFHOO1
Gip Id Group Name -
Tmsport SIMNG Sitebd anager Inguiry Group
5|teManager‘ NP Irspector
Q e SMADMIN - [Sitetd anager Administratar
Project Manager
(0 (10 LS Proj Eng Project Engineer
Passward: | IHes Engr IHesidenc:y Construction Engineer

Connect to: |Server b

Close |

Change Paxswnrdl

oo |

Select the Group for the session.

2. Double-click on Contract Administration.

D SiteManager Panel

Main Panel T Contract Administration(+] ]
% [ L.
N & @m X
Draily \work Pipeline and Contractor Change Civil Rights(+] M aterials
Fieports(+] Zip[+] Payments{+] Orders(+] Management{+]

3. Double-click on Process List.

Contract Administration(+]

Contract
Records(+]

Reference
Tables[Ca+]

4. pouble-click on the C-79 Process ID.

T
w =

Contractor Reports [Ch+]
M anagement]+]

EProcess Lisk

Process ID Process Type

Process Description

Cuztarn

OWRUNDR
79

Cugtom

CERTPAY

STATEMEMT OF OWERRUMS AND LUNDERRLIMNS
% OTHER MEASUREMEMTS

LISTING OF CERTIFIED/UNCERTIFIED PAYROLLS

v OF TIME, THEORETICA
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Enter the From and To dates for the report as needed. (Date format required is mm/dd/yyyy. The
user must use a four-digit number for the year. Then click Subset and the contract selection
window opens. Select the contract and click OK.

Flselect Subset x|

Contract Fed St/Pr Prj Mbr ¥endor Status  |Primary CounlLev2 |Lew3 ~
4000233EM0 WOME /08250561 57H 01 F148 FEND  |COSG 07 |45
400057314M01 |NOME/OB50039P56 F148 BETY o3 7o 43
4000B039EM0T | HEO2E158981/0250002117  ['wi2a ACTY ooz [iICEFE
4005102303 WOME /IBBOIE4PNENOZ0ES  |F48 FEND  |C054 nF 4z
4MTOOPMCI9EE3 | MOME/PM-7C-00 5065 BETY Co62 0745
SOODTE01ECON 0340069122 Foo1 ACTY [B=s) [
|-+ B e @b e BODMIEEPEMT | NOME/DR20NAERSS 407 ACTY s [
FROM (MM/DD A 1275172502 - BO015760M 01 WOME /0759-069-197 M50 BEFO0T PEND  |COES IR
10 (MM/DD P [TET700 g BODDOS103CON | STP-082-B015/0721-082-227 |M188 BTV rCosz e |54
BODEZ115MIO4 WOME /051 FI4ER32MENS ZiE] FEND  |CO4E -
058451 MO WOME /033302271 3ME01 FO20 PEND  |COE2 02 |54
EMB0ZBROS7S1S | NOME/BR-E0-02 Loog FEND L35 e 02
BMANZMORA9648 | NOME MMCRERNZ G2 ozt [
400054498002 | STP2349(0051/6234076112 (4571 CO7E na 48

AGIIPRAIIGERE | MOME /PR2A403 |Foa4 |co23 e oz _

4| »

Y e

Submit_|

Barameters | Subset

Gancel |

ok |

Cancel |

Click the Submit button. Click OK on Client Job Monitor window. Then click OK on DPS Status

Monitor window.

Client Job Monitor

@ Process C794 subritted,

DP5 Status Monitor

@ Profile C794 for process C79 has complated

[Bconfem Process ssbmission___________ E
FINIM [MM/DD AT 1271750 Shng
T0 MH/DDAA] (127217200 Sting
. I
N’

From the menu bar, click Services

FJansHTO siteManager

Process Status.

File | Services Window Help

Process ID

Process Type

Process Description

OYRUNDR Cuiztormn

STATEMENT OF OVERRUNS AND UNDERRLINS

v OF TIME. THEORETILC:

Double-click on the C-79 Process Name.

| L WP BT B Lk 5|

OTHER b

Regular * Scheduled

EPrucess Status

Completed
leted

Process Name Status D ate Queue Start Time End Tin|
Submitted Time
SUMCOMNTA Completed 9/27 /2004 0957 am 0957 am 0957 am
SUMCONTE 9/27 /2004

VDOT Trns-port™ SiteManager™
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10.

Double-click Output.html.

Files For Process CT9A

[~ Show system files

Output, kil
OUTPUT. TXT 21041/2004
PROCLOG. TXT 9621041/2004 [14.07:16

Example C-79 Report. View or print as needed. Exit when finished.

i8]l
File  Er Wiew Favortes Tools Help |
dmBack - = - G il | Qysearch [GFavortes ZhMeda (4 ‘ B-S =
Address [[a] CriDocuments and SettingsiKatherine. Hinson|Desktoplcpy 1FB.tmp = @
EPTID . C79 Commonwealth of Virginia Date: 10/01/2004
Department of Transportation
SUMMARY OF TIME, THEORETICAT AWD OTHEER MESAUREMENTS FOR CONTRACTS FOE
E00015055C01 I
DATES: 12/31/2002 TO 12/3172004
[Pew [Ttemn Code [Description [Date [ Rep Qty [Unit [Insp Name
|000019059001 |242?8 ‘GROUP 2 CHANNELIZING ‘0811012004 | 10,000 |DAY “D’Iéi%AEL F
|uuuu19t|59001 |242?2 ‘GROUF 2 CHANNELIZING ‘USJI 1/2004 | 10000 |DAY MICHAELF.
|nnnn190590m |24278 ‘GROUP 2 CHANNELIZING ‘DSII&QDM | 50000 |DAY “D’Iéi%AEL F
|uuuu19t|59001 |242?2 ‘GROUF 2 CHANNELIZING ‘03117/2004 | 10000 |DAY MICHARLF.
|nnnn190590m |24278 ‘GROUP 2 CHANNELIZING ‘0811812004 | 30000 |DAY “D’Iéi%AEL F
|uuuu19t|59001 |242?2 ‘GROUF 2 CHANNELIZING ‘03119/2004 | 10000 |DAY MICHAELF.
|nnnn19059c:n1 |242?8 ‘GROUP 2 CHANNELIZING ‘DSJZDJZDM | 30000 |DAY ggi%AEL E.
|uuuu19t|59001 |242?2 ‘GROUF 2 CHANNELIZING ‘03123/2004 | 90.000 |DAY MICHAELF.
| R [ J bcHAELE. | =
|@ Done ,_ ,_ ,_ |@‘ My Computer
=181 x]
dmEoch - = - | Qsearch GFavorkes 0meda (3 B S =
Address I C:\Dacuments and Settingsikatherine Hinson\Desktaphcpy LFET tmp j e
|000019059001 24282 FLAGGER SERVICE ‘DWIGJEUM | 16,000 |HR MICHARLF. =l
|uuuu19t|59001 |24282 ‘FLAGGER SERVICE ‘0911712004 | 14000 |HR ggi?fﬂ F.
|000019059001 |24282 ‘FLAGGER SERVICE ‘09&0;2004 | 1,000 |HR “Dﬂéi%AEL F
JAMESR
|nnnn19059c:n1 |24282 ‘FLAGGER SERVICE ‘0912112004 | 000 |HR |BRADDY
|000019059001 |24282 ‘FLAGGER SEEVICE ‘0912212004 | 5000 |HR MICHAELT.
TAMESE
|uuuu19c|59001 |24282 ‘FLAGGER SERVICE ‘0912312004 | 2000 |HR |BRADDY
TAMESE
|uuuu1gusgcm |24282 ‘FLAGGER SERVICE ‘09124/2004 | 12,000 |HR |BRADDY
TAMESE
|nnnn190590m |24282 ‘FLAGGER SERVICE ‘nwzmnm | 2000 |HR |BRADDY
JAMES R
|000019059001 |24282 ‘FLAGGER SERVICE ‘0912912004 | 14000 |HR |BRADDY
[ Total: | 236,000
Contractor Date
BLAKEMORE CONSTRUCTION CORPORATION
Project Manager Date
MICHAEL F. DEAN
|@ Daone: ,7 ,7 ,7 |@. My Computer
Section Five —
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A.2. Estimated Completion Date Entry by PM

Note: Estimated Completion Date (ECD) needs to be kept current. Ensure the ECD is up-to-date
before the Estimate is processed. If the ECD is not up-to-date, it will block the Estimate from
processing. If ECD is changed, call the District Contract Administrator.

1. Login to SiteManager. At the Available Groups window, select Group ID “PM”
and click OK.

Avallahle Grnups for RIKFHDO1
Grp Id | Group Hame
s port SMING |S|teManager Inguiny Group

~5|tEMBnagElﬂ INSP Inzpectar

\ ¥ L‘ R e ShaDMIN - |Sitebd anager Administrator

F'm| Eng Project Engineer

User ID: [RIKFHOO

Password: | Rez Engr  |Residency Construction Engineer
Connect to: Isewel j
m T Passwoldl Close | Select the Group For the session.

2. At the main panel, double-click on Contract Administration.

x
Main Panel T Contiact Adminisration(+) |

Doaily Work Plpellne and Contractor Change Ciwil thhts[+] Accessones(+]
Reports[+] Zipl+] Papments(+] Orders(+]

3. Double-click on the Contract Records.

| I ain Panel T Contract Administration(+) T Contract Records(+) |

a w @

Feference Contractar Feports [CA+]  Process List
T ables(CA+] Management(+]

T Contract Adminiztration|+] T Contract Records(+]
i I
a & P
Contracts Milestones Projects Categories Items Contract Contract
Funding Autharity
& B B S/ .
& S
key Dates Checklist Checklist Event Permits Comespondence Flan Stockpiled
Scheduled Dates Log Discrepancies I aterialz
Ewverts
Force Accounts Design Disputes/Claims D55 Contracts

Ewaluation

VDOT Trns-port™ SiteManager™
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W

5. Select a Contract by clicking on the Open folder icon ==

To update an Estimated Completion date, click on the Estimated Completion Date under Key Date

Type. In the bottom panel, click in the Projected Date field. The example shows Projected Date of
11/07/01 as the current Estimated Completion Date.

¥ AASHTO SiteManager,
File Edit Services ‘Window Help

ERrT D a-

L Key Dates
Contract ID: EDDUDSDECDB

Key Date Type Projected Actual Required RHequired
Date Date to Activate to Finalize
Estimated Complation Date 11/07/01  [00/00/00 |

[ Required to Activate

Actual Date: |00/00/00

[~ Required to Finalize

Recipient: [COJHWO01

Distribution List: |

Meszage Text: |

6. In the Projected Date field, type the new Estimated Completion Date. In this example, the user

changed the Projected Date for Estimated Completion to from 11/07/01 to 12/07/01. Remember to
notify the District Contract Administrator.

F9 AASHTO SiteManager

File Edit Services MWindow Help
BIE D= a-

ﬂ Key Dates

Contract ID: EDDDDSDZSCDB

Kep Date Type Projected Actual Required Required
Date Date to Activate to Finalize

Eztimated Completion Date

Key Date Type: |Estimated Completion D ate ~l
Projected Date:

Actual Date: |00/00,/00

Distribution List: |

[ Required to Activate
[ Required to Finalize

Recipient: (COJHw001

Message Text: |

VDOT Trns-port™ SiteManager™
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7. Click Save. Note that the revised Estimated Completion Date is automatically populated.

¥ AASHTO SiteManager
File Edt 3Services ‘Window Help

= Key Dates

=3 [ —

8. Click Close.

VDOT Trns-port™ SiteManager™
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A.3. Retainage
A.3.a Holding Retainage

1. Log in to SiteManager. At the Available Groups window, select Group ID “PROJECT MANAGER”
and click OK.

SiteManager Logon

Available Groups for RIKFHOD1

Grp Id I Group Hame -

e ShIMO ISiteM anager Inguirny Group

QSitEMEInEIgEl'M INSP Inspector

Construction Management Software - —
SMADMIN  |SiteManager Adminiztrator

User ID: [RIKFHOOT - - -
! Froj Eng Froject Engineer

Password: || Fes Enagr
Connect to: Isewe[ 'l
Lo—lgon Chmae Passwoldl — | Select the Group for the session. oK I

Residency Construction E ngineer -

2. At the main panel, double-click on Contract Administration.

ESiteManager Panel
14 ain Parel T Contract Administration[+] T Reports [CA+]
i 7 s
N 5 S & X
D aily ‘work. Fipeline and Contractor Change Civil Righta(+] M aterials
Feports(+] Zipl+] Paymentz(+] Orders(+] tanagement[+]

m o

Accessones(+]  Manuals[+]

3. Double-click on Contract Records.

ﬂSiteManager Panel

Contract Administration[+) T T

i N i
Reference Contractar Repartz [CA+]  Process List
T ables(Ca+] I anagement(+]

4. Double-click on Contracts.

ESiteManager Panel

Contract Records(+] r T
s @ 9 B B P
R =
Contracts tilestones Projects Categories Items Contract Cantract
Funding Luthority

VDOT Trns-port™ SiteManager™
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5. You should see the Contract Selection window. Select a contract and click OK:

P select Contract x|
— Selection
Contract 1D |
Find :
— Contract 1D
Contract ID Yendor ID Fed State Proj Mbr Status County Lvl 2 Ly=|
3 BR5 1011132v|PEND EEE
500054782N028 MH-368-8[020)MS19EE ACTY C3E8 08 02
500057435C02 MH-064-1(103)/(FO)0064 PEND Coo3 08 50
Sh802PMI33529 MOME/FMBI0Z ACTY Cos1 08 50
A00003029C03 MH-5TP-234-9(003)/623 ACTY CO76 Oy 48
A00018603C01 MH-0BE-1[292)/0066023 ACTY co29 Oy 47
«| | »
(1] | Cancel |

6. Click on the Payment Data folder tab.

File Edit Services ‘Window Help

ERE? | D ES

HE e

D escription

" Lacation ".F‘ayment Data PCritical Dates

Primnary
Personnel

Prime “"DBE Commit * Training Plan

Contractar

Contract 1D: |400003023C03 Fed St/Pr Prj Nbr: [MH-5TP-234-5(003)/6234076F
Status: Fctive Primary PCH: IDDDDSD29E03
District: IDA Residency: |48 Funding
" Federal

Progress Sched: |F'erc:ent Complete for a Time Period Yariance Pct: 10.00

Desc:|2.531 l. GRADE DRAIN ASP.PAYE INCIDS. RET.STR..UTILS. DR
Time Charges: lm Bid Days: I_E‘I Bid Amt: Im
Contract Type: Im I~ Fed Dversight
Work Type:lW I~ Local Dversight Proposzal Fund Type: IFED—
Spec YIZIW Unit System: IEngT Suppl Spec Bk Y Iﬁ Allt ID:I—

Wage Wage Decizion ID
Decision:

" State/Province
% Both

Wage Decizion Description

Genrl Wg Desn ID

P aaSHTO SiteManager
File Edit Services Window Help
EEE?2 P y@ 0@
Etontracts
* Desciription " Lacation Payment “Crtical Dates * Frimary Frime “"DBE Cammit * Training Flan 1
Data Personnel Contractor
Contract 1D: |A00003025C03 Current Contract Amt: I $23.688.557.23
Generate Estl Day: I_E Contract Limit Amt: $.00 Liguidated Dam Rate Amt:l $1.400.00
Generate Est2 Day: I_ Contract Limit Pct: oo [ Auto Liquidated Dam

T IEE [+ Price Adjmnt Ind

[~ Securties Allowed [ Betain Stkpiled Ind ¥ Unlimited Escrow  Max Escrow Aml:l $.00 ‘

Retainage Changes:

Work Compl Basiz Effect Date Pct Pct Base Max Pct Max Amt Lump Amt Trgr Pct Trgr Basze
VORK PER PERICKS S e e odcumnened
WwORK PER PERIO »| 01/16/02 5.00[BID &MT _ ~ .o $.00 $.00 00| CURRENT +

The Payment Data folder tab
displays the contract payment
data that can be added,
modified, or deleted. This
data includes Liquidated
Damages Rate Amount,
Retainage, Estimate
Generation indicators, and
Limit Amount.
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7. Click in the bottom data window (Retainage Changes) and click on New |E icon. New will not be
available during the middle of an estimate generation or approval processes.

EJAASHTO siteManager
File Edit Service: indow  Help

R (D B

—_— Mew - = - -, .
* Description ~  Locaion  Papment - Crtical Dates © Primany | Frime " DBE Commit ~ Training Plan
Data Persannel Cantractor
Contract 1D: [200003029C03 Current Contract Amt: I $23688,557.23
Generate Eztl Day: |_3 Contract Limit Aml:l $.00 Liguidated Dam Rate Aml:l $1.400.00
Generate Ezt2 Day: I_ Contract Limit Pcl:l 0o [~ Auto Liquidated Dam

¥ Price Adimnt Ind
RETAIMNAGE

‘ [~ Securities Allowed [ Retain Stkpiled Ind W Unlimited Escrow  Max Escrow Aml:l $.00 ‘

> Retainage Changes:
Work Compl Basis Effect Date

Pct Pct Base Max Pct Max Amt Lump Amt Trgr Pct Trgr Base

"WORK PER PERICIE| 02/16/02 | .00 .00 CURRE NI
WORK PERPERID v| C1/16/02  SO00BIDAMT w| .00 $.00 00 .OO[CURRENT »

8. Click on the Work Comp Basis drop down window and select Work Per Period.

FJansHTO siteManager
File Edit Services Window Help

DEE2 DSSIE e

* Description " Location Payment

“ Critical Dates © Primary f Frirme “"DEE Commit Training Plan 1
Data Perzonnel Contractor
Contract 1D: EDUUUSUZSEUB Current Contract Amt: I $23,688.557.23
Generate Est1 Day: |_3 Contract Limit Amt: $.00 Liguidated Dam Rate Aml:l $1.400.00
Generate EstZ2 Day: I_ Contract Limit Pct: .on [ Auto Liguidated Dam
[+ Price Adjmnt Ind
RETAINAGE

‘ [~ Securties Allowed [ Betain Stkpiled Ind ¥ Unlimited Escrow ~ Max Escrow Aml:l $.00 ‘

Retainage Changes:

wWork Compl Basis Effect Date Pct Pct Base Max Pct Max Amt Lump Amt  Trgr Pct Trgr Base
WORK PER PERIO » |  D2/16/02 .00|BID AMT = .o $.00 $.00 00| CURRENT =
B

mA6/M02 $.00 $.00 O0[CURRENT =
WE'

ORK IN PLACE
ORK PER PERIOD
ORK REMAINING h

1 i B

VDOT Trns-port™ SiteManager™
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9. Enter the Effect Date (which should be greater than End Date of last estimate). Note: It is
recommended to tab out of one field to move into the next field.

P AASHTO siteManager

File Edit Services Window Help

|D®e?2 DS 9[-0

Etontracts
* Description " Locafion Payment “Critical Dates © Primary Frime: “"DBE Commit * Training Plan il
Data Personnel Contractor

Contract ID: [A00003029C032 Current Contract Amt: $23 688 557 23
Generate Estl Day: |_3 Contract Limit Aml:l $.00 Liquidated Dam Rate Amt: $1.400.00

Generate Est2 Day: I_ Contract Limit Fcl:l an [~ Auto Liquidated Dam
¥ Price Adjmnt Ind
RETAINAGE

I~ Securties Allowed [~ Retain Stkpiled Ind - ¥ Unlimited Escrow  Max Escrow Amt:l $.00 ‘

Retainage Changes:

Pct Base Max Pct Max Amt Lump Amt Trgr Pct Trgr Base

0[BDAMT_~ il $.00 $00  .00[CORRENT ~
a0 £.00 00 O0CORRENT ~]

Work Compl Basis Effect Date Pct

[WORK PER PERID +] 02/16/02
WORK PEF PERID | 01/16/02 5.00[BIDAMT _~

[ oo/ooo0 B o

10. Enter the Retainage percent (if doing percentage, instead of lump sum).

P AASHTO SiteManager

File Edit Services Window Help
=T A= e

Etontracts
: ' “"DBE Commit * Training Plan

* Description " Location Payment " Criical Dates Primary Piime
D ata Persannel Contractor

Contract |D: |#00009023C03 Current Contract Amt: I $23 688 557 23
Generate Estl Day: |_3 Contract Limit Amt: $.00 Liguidated Dam Rate Aml:l $1.400.00

Generate Est2 Day: I_ Contract Limit Pct: .00 [~ Auto Liquidated Dam
v Price Adjmnt Ind

RETAINAGE
[~ Securities Allowed [ Betain Stkpiled Ind - W Unlimited Escrow  Max Escrow Aml:l $.00 |

Retainage Changes:
Work Compl Basiz Effect Date

WORK PER PERIO »|  02/16/02

MA6/02 5.0

Pct Pct Baze Max Pct  Max Amt Lump Amt Trgr Pct Trgr Baze
O0[BID AMT il $.00 $.00 OO0[CURREMT »

$.00 $00 .00

11. Select the Pct Base from the drop down selection and select the Bid Amt as the base. (if using

percentage — not lump sum).

Pl AASHTO SiteManager

File Edit Services Window Help
IR 2 DS g O R

i T Prime “"DBE Commit * Training Plan

“ Description ~ Locaton ~ Papment Citical Dates Primary
Perzonnel Contractor

Data

Contract 1D: A00003029C03 Current Contract Amt: I $23,688,557.23
Generate Est1 Day: |_3 Contract Limit Aml:l $.00 Liguidated Dam Rate Aml:l $1.400.00

Generate Est2 Da_v:l Contract Limit Pcl:l i) [~ Auto Liquidated Dam
¥ Price Adjmnt Ind
RETAINAGE

[~ Secuwities Allowed [ Retain Stkpiled Ind [ Unlimited Escrow Max Escrow Amt: I $.00 |

Retainage Changes:
Work Compl Basis Effect Date Pct

Pct Base Max Pct Max Amt Lump Amt Trgr Pct Trar Base

$.00 O0[CURRENT »

‘“WwORK PER PERIO 02416402 O0|BID AT = oo $.00
3 . $.00 $.00 O0|CURREMNT -
I B 1 I I~

WORK PER PERIO | 01./16/02

BID AMT
CURRENT Al
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12. Enter the appropriate Max Pct (if using percentage, not lump sum).

FaasHTO siteManager

File Edit Services Window Help
ELLRAR e

7 Description | Logation |~ Payment “Crtical Dates * Primary Frime “"DBE Carmit * Training Plan
Data Persannel Contractar

Contract ID: W Current Contract Amt: Im
Generate Estl Day: |_3 Contract Limit Amt: —$DD Liquidated Dam Rate Amt: Iw
Generate Est2 Day: I_ Contract Limit Pet:[ .00 [~ Auto Liquidated Dam
[ Price Adjmnt Ind

RETAINAGE
‘ [~ Securities Allowed [ FBetain Stkpiled Ind W Unlimited Escrow  Max Escrow Aml:l $.00 ‘

Retainage Changes:

Work Compl Basis Effect Date Pct Pct Base Max Pct Max Amt Lump Amt Tragr Pct Trgr Base

WORK PER FERIO = | 02ME/02 (00(BID AMT - ] $.00 $.00 LO0[CURREMT
“WwORK PER FERIO = | 01/16/02 5.00|BID AMT ] $.00 $.00 (O0[CURREMT

percentage).

P aasHTO SiteManager

File Edit Services “Window Help
IR DSy PR

7 Description ~ Losation |~ Payment “Citical Dates * Primary Prime " DBE Cammit * Training Plan
Data Personinel Contractor
Contract 1D: |200009029C03 Current Contract Amt: I $23.688.557.23
Generate Estl Day: |_3 Contract Limit Amt: $.00 Liguidated Dam Rate Amt:l $1.400.00
Generate Est2 Day: I_ Contract Limit Pct: 00 [~ Auto Liguidated Dam

[V Price Adimnt Ind
RETAINAGE

[T Secunties Allowed [ Fetain Stkpiled Ind W Unlimited Escrowe  Maz Escrow Aml:l $.00 ‘

HRetainage Changes:
Work Compl Basiz Effect Date Pct Pct Base Max Pct Max Amt Lump Amt Trgr Pct Trgr Base
02416402 .00 .00 $.00 $.00 _D0[CURRENT ~|
01/M16/02 5.00 $.00 $.00
'K PER PEFICld

14. Click on Save E

15. Click on “X” to exit the window.

13. Leave Max Amt. to 0.00 and enter positive amount in Lump Sum (if using lump sum, not

VDOT Trns-port™ SiteManager™
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A.3.b. Releasing Retainage

1. At the main panel, double-click on Contract Administration.
x|

Main Panel T Contract &dministration(+) ]
C B Daily ok Pipeling and Contractar Change Civil Rightz[+]  Accessories(+]
Reportz(+] Zipl+] FPayments(+] Orders(+]

2. Double-click on the Contract Records.

| Main Panel T Contract Admini: ion[+) T Contract Records(+]
Fieference Contractor Feports [CA+]  Process List
T ables[Ch+] M anagement(+]

3. Double-click on Projects.

| Main Panel T Contract Administration(+] T Contract Records[+]
i T
& P
Contracts Milestones Categories Items Contract Contract

Funding Authority

" |
4. Ifyou have not selected a contract, click on the Open folder icon L=
double-click on a Project Nbr.

P select Contract Project =|
Selection

Cantract |D | eoomeszrczo
Froject Mbr |

Find = |
Project Hbr
PCH Fed State/Prov Pri Nbr Descrption
nOD116739B13 FMH-5401 [372)]/RO000029243 119-119' COMT. COMP. STEEL PLATE GIRDER SPAMS
DODT1EFIC21 MH-5401[372]/R000029249 0.227 Ml GRADE. DRAIMN., ASP. PAVE.. BETAIM. STR., 510
0001EEZ27ESE MH-STP-5401(371)/R0O00029245 127-156-127 FT. STEEL PLATE GIRDER SPAMS

00016627 C30 MHH-STP-5401[371)/R000029243 0.761 Ml GRADE. DRAIN.. ASP. PAVE.. SIGHS. SIGHALS,
DODTEEZFT 20 MH-STP-5401[271)/R000029243 0.761 Ml. GRADE. DRAIMN. . ASP. PAWVE., SIGHS, SIGMALS,

oK I Cancel I

5. Click on Release Retainage checkbox before generating the estimate.

Description 1 Counties ' Adjustment Indices 1|

Contract ID:  |G00018512C00

Project Mbr: [00018512E0 State Pri Nbr: [E450050F Alt Pri 1D:
Description: ‘ER R, D ' [ iItem Cd Thk ,W
Description: MONTGOMERY COUNTY Unit Sys: Metic
Status: [CONSTRUCTION (15T SUBMISSION > | [~ Complete Auth Pay Limit: [$392.453.27
G;ain) Acct Prj Nbr: li
Prj Type: [CONSTRUCTION R&AP =] Work Type: [Spmeas_ " | Surface Type: [H/2 v

. Select a contract and
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A.4. Check Installed Work Report

This report should be viewed after all diaries for the estimate period are authorized and before

generating the estimate. If diaries have not been authorized, the estimate total dollar amounts will not
populate. This report is only available before estimate generation.

[

Login to SiteManager and at the Available Groups window, select Group ID “PM”; click OK.

2. From the SiteManager Main Panel, double-click Contractor Payments.

ﬂSiteManager Panel

Main Panel T Contractor Payments(+] ]
g = &
5 B =
Contract Draily Wwfork Pipeline and Change [
Administration(+]  Feports(+] Zip[+] Orders(+]

3. Double-click Reports.

ﬂsiteManager Panel

| Main Panel Contractor Paymenls[+] I Reports [CP+)

E stimate(+] Contract Milestone i +) Feference Process List
Adjustments(+]  Adjustmentz[+] Tables [CP+]

4. Double-click Installed Work.

Reportz [CP+)

I
IIII

Summary By Summary By Estimate Activity JIEE] U ok Suspend! Wiew Saved
Praject Funding Log Resume Time:  Reports (PSR

5. Double-click on the appropriate contract to select it, or highlight the desired contract. Click OK.
ﬂReport Criteria

Contract ID Descrnption

RO0054559M028  VMS1-964:966-101 MS02 [TRAFFIC ENGRING]
50000155607 2.823 kM. GRADE. DRAIM., & ASP. 5.T. PAYE.
500003446002 0150-020-F10.C502 & BERIDGES

500071486401 3475 kM. GRADE. DRAIM. &5P. 5.T.. & BRIDGE
5000714865C01 0.23 Ml. GRADE, DRAIM, A5F. PAVE., & ERIDGE 1]
500051 SEIDEZD1 2793 K GRADE DRAIM ASP FAVE LITIL. LANDSCJ—‘-.F'E SIG i
] [.557M]. GRADE  DEAIN  ASPE PAVE. |G 12
SM4D2F’M839?15 ASPHALT PLANT M= OWVERLAY
SMA025R39710 SHOULDER PAYING & IMCIDENTALS

I” Generate Dff-line File
0K I | t C | Hel
I” Generate Dff-line Print LArsllEis ance I Tep I

6. The report is displayed.
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A.5. Generate Estimate

Note: A Notice to Proceed date is required prior to generating an estimate. If this date is not there,
when the PM goes to generate an estimate, the contract will not be available to choose.

TYPES OF ESTIMATES:

» Progress (first and all intermediate)

> Last Progress Estimate (Semi-final)-still submitted as a progress
» Final-still submitted as a progress

> Supplemental-still submitted as a progress

The Generate Estimate panel can be accessed within the Contractor Payments component. The
default Estimate choice is Progress and should be used for all types of estimates.

When Generate Estimate is initiated, SiteManager will verify that a prior Estimate does not exist
for an overlapping period of time (only one Estimate is valid for a period of time). If one does
exist, the user will be prompted with a window to confirm the deletion of the prior Estimate.

Note: The PM or Inspector needs to coordinate with Civil Rights, who are now

responsible for certifying payrolls. If a payroll discrepancy appears, the inspector
should send an email to Civil Rights, notifying them of the missing payroll.

Note: If the Project Manager has generated the estimate, but not approved it yet, he can just
regenerate it again, using the same date. He will get a message saying one already exists and it
asks if you want to overwrite. Click on YES.
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A.5.a. Generate Progress Estimate

1.

Log in to SiteManager.

2. At the Available Groups window, select the Group ID Project Manager and click OK.

3.

Available Groups for trainl

Gipld | Group Name [«
DCE |District Construction Engineer
DTE Diztrict Testing Engineer
INSP1 Inzpector 1
FE Froject Engineer
FE 1 Project Engineer 1

Froject Manager

Select the Group for the seszion.

Double click on Contractor Payments.

ﬂ SiteManager Panel

Main Panel T Contractor Payments(+] ]
Contract Draily "ok Fipeline and Change Civil Rights(+] I aterials
Administration[+]  Reports(+] Zip[+] Orders(+] I anagement(+]
oA )
Accessones(+) Syztem Manualz(+]

Administration[+]

4. Double click on Estimate.

| I ain Panel T

Contractor Payments{+] r
HMij

' i

Contract Iilestone Feparts [CP+)
Adjustments(+]  Adjustments[+]

Estimate[+] I

=]

E stimate[+]

Fieference
Tables [CP+]

Frocess List
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5. Double click on Generate Estimate.

ﬂ SiteM anager Panel

E stimate(+] r T
& ’
Estimate Estimate Estimate lterm  Estimate ltem  Estimate Histary Estimate:
Summary Dizcrepancy Detail FPaybook Approval
Estimate Estimate Enter Check
Fiejection Tracking Mumber

6. Select a contract by clicking on Contract and click OK.

E Contracts

— Selection

Caontract I

Find : |

 Contract

Contract ID Vendor ID

Status County

Fed State Proj Hbr
MH 1

STP-008-2(002)/000307

ACTY

TRAIN_28

TRAIN_30 ooy WONE/DO20002123  |ACTY Ca14 01
TRAIN_37 A233 WONE/0634033230  |ACTY Coa 02
TRAIN_32 033 WNOME/OE83063P34  |ACTY COn4 02

TRAIN_39 A020 WOMNE/DBS307Y1EY  |ACTY cny 02

1] 4 | Cancell
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7. Change the End Date to end of estimate period. Note: End dates are generally on the 3",
10“‘, and 19" of the month. This is not a due date, but it is the ending date of the estimate

period.

3 AASHTO SiteManager

File Services Window Help

EBRE DE =g i

E Generate Estimate

Contract ID  |BO00G3113C07 Last Estimate Mumber: uliiis}
Generate Estimate Number: 00o0g
Date Type
I Begin: [01/11/05 = Progress [Monthly/5emi-Final/Final/Supplemental Final)

(e (" Cloze-out Final [For Central Office Use Only)
~
February 2005
S M TWTF %
123 4 5
6 7 8 9[i0n oz
13 14 16 16 17 12 10 [~ Delay Generation

20 21 22 23 14 25 26
27 18

<=3

Click the Type radio button for Progress.

(Note: Ifthis were a Last Progress Estimate (Semi-Final), then you would still need to

click on Progress. )

Click on the Generate Estimate icon E A message box tells you that an estimate has been

submitted to background.

¥ AASHTO SiteManager

File Services ‘Window Help

AR )

ﬂ Generate Estimate

Contract 1D |BO00GS113C07 Last Estimate Mumber: 0oos
Generate Estimate Number: 0o0g
Date Type
Begin: [01/11/05 " Progress [Monthly/5emi-Final/Final/Supplemental Final]
End: . -
¢~ Close-out Final [For Central Office Use Only]
)
February 2005
S M TWTF §
12 3 4 5
6 7 & 9[i0 11 1z
13 14 15 16 17 13 19 [~ Delay Generation

20 Z1 2% 23 34 15 26
27 I8

||

8. Close. Refer to Section 9, to print the “Summary to Contractor”.
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A.6. Add Adjustments (Asphalt Adjustment)

Note: This is to add an adjustment and an Estimate must have been generated prior to performing
this task. Use this process for Asphalt Adjustments.

1. Login to SiteManager. At the Available Groups window, select Group ID “PROJECT
MANAGER” and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

Grp Id | Group Hame -

Trng = =
o |S|teManager Inguiry Group

QSitEMBrlagerm hoglgu Inzpector

Construction Management Software
ShaDMIN - |Sitebd anager Administrator

User ID:|RIKFHOO1 - - -
=t Proj Eng Project Engineer
P FezEngr  |Residency Construction Engineer -

Connect to: ISgwel bt
Ln—lgun S Pasmmdl — | Select the Group For the session. -“

2. At the SiteManager Main Panel, double-click on Contractor Payments.

ESiteManager Panel

Main Panel Contractor Payments(+] ]
Contract Dhaily 'wiork Plpellne and Change Civil nghts[+] I aterials

Administration[+]  Feports[+) Zip[+]

E O

Accessories(+]  Manuals(+)

Orderz(+] Management(+]

3. On the Contractor Payments Panel, double-click on Contract Adjustments.

E SiteManager Panel

| tain Panel T Contractor Payments{+] T Contract Adjustments(+) |
E stimate(+] Milestone Reportz [CP+) Reference Frocess List
[ Adjuztments[+] Tables [CP+]
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4. Double-click on Contract Adjustments again.

ESiteManager Panel

| tain Panel T Contractor Payments(+] T Contract Adjustments[+]
=\
Liquidated Line tem
Damages Adjustments

5. The Authorized Contract List appears. Scroll through the list using the scroll bar and double-
click on the appropriate contract to select a Contract ID. (Or, you can click on the desired
contract and click OK to select the contract.)

Enuthurized Contract List x|
~c electi
Contract Id ADDO0S023C02 |, AD7
Find : |
— Contract Id
Contract ID ¥endor ID Fed State Proj Nbr Status County Lvl2 Ly~
500035043803 B728 BRE132(106)/0011132 PEND L3966 08 53
500054782N028 EO0S MNH-968-B[020)/MSI9EEACTY C966 0g 0z
B00057435C02 B319 MH-084-1[109)/(FO)00E4 PEMD Coo3 08 50
HkB02PHI 39529 A008 MNOMNE/PMBI02 ACTY Cos 0g 50
I B00056383L01 PO19 MNONE/D262007101 ACTY Coo7 08 53
oK | Cancel |

6. The Contract Adjustments panel opens. Click the New |E icon.

P4 ansHTO SiteManager
File Edit Zervicffl WiNjow Help

oErdofksus: 5o

Etuntract Adju.” .cents

Descriptions Y Proj Distibution
Contract |D: F\UDDUBUZSCUS
Estimate  Entered Adjustment Description Rmk  UserID Adjustment

br Date Amount

ﬁ Cash Retainz ithheld 2
0005 03/28/02 Application of Training Adjustment $280.00
(ks 0141503 Training Rates [ FRKwWHODT $150.00
Entered Date: [03/28/02 User ID: [DCATest Est. Nbr: |0005

Adjpustment Description: |Eash Retainage Withheld

Adjustment Amount: |77,825.12

Remarks: ||

L
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7. After clicking the New icon, it automatically populates the last Estimate Number and Entered
Date (which means Estimate has to be generated prior to doing this step).

P aasHTO SiteManager

Eile Edit Services Window Help
E |

el =R = =

Descriptions Proj Distribution |
Contract 1D: EDDDDSDZSEDS
Estimate  Entered Adjustment Description Bmk UserID Adjustment
Mbr Date Amount

0005 03/28/02 Cash Retainage Withheld DCATest $77 62512

0005 03428402 Application of Training Adjustment DCATest $280.00

oo1g 0115403 Training Rates E‘ FREMWHOO $150.00
Entered Date is == Entered Date: [01/28/03 User ID: [RIKFHOD1 Est. Nbr: 0015 \ Last Estimate
auto populated ustment Description: IWZ Number is auto

Adjustment Amount: [00 populated
Remarks: ;l

8. Select the Adjustment Description, Adjustment Amount.

FlaasHTO SiteManager

Fle Edit Services ‘window Help

IEE? sSaES B

Flomacngpstmens
f Descriptions i Proj Digtribution
Contract |D: EDUUDSU29CU3
Estimate  Entered Adjustment Description Rmk  UserID Adjustment
Nbr Date Amount
0oo& 03/28/02 Cash Retainage YWithheld DCATest 377626712
0005 03428/02 Application of Training Adjustment DCATest $280.00
oo1a 01/15/03 Training Rates [ FRKWHOD! $150.00
Entered Date: [01/28/03 User ID: [RIKFHOOT Est. Mbr:_[0018 I
Adjustment Description: > . .
—l _
Adiustment Amount: [FPRIZARN of Tiaking fdusiment <] \ Note the drop-down h'St ?Vallable
Cash ieteinage Wikheld for Adjustment Description.
Fuel Adjustment -
Remarks: M oncompliance =]
4| | 3 -
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9. Enter Remarks, if any. Click on Save == to save changes:

I AASHTO siteManager

File Edit Services ‘Window Help
DEre Dss{eE B

r Descriptions | Proj Distribution |

Contract 1D: |400003023C03

Estimate  Entered Adjustment Description Rmk  UserID Adjustment

Mbr Date Amount
0005 03/28/02 Cash Retainage Withheld DCATest $7762512
0005 03/28/02 Application of Training Adjustment DCATest $280.00
oog 01415/03 Training Rates [ FREWHIN $150.00

Application of Training Adiustment @ RIKFHOOT -
Entered Date: [01/28/03 User ID: [RIKFHOO1 Est. Nbr: [0018
Adjustment Description: |Application of Training Adjustmernt =i

Adjustment Amount: [100.00

Remarks: [Enter your remarks in this field. ;I

[

10. Click on the Proj Distribution folder tab and in the bottom data window, enter the Distribution
Percentage for each PCN. Note: The Distribution Percentage must equal 100%.

I AASHTO SiteManager
Fle Edit Services ‘Wwindow Help

IR SEE

ﬂ[nntra[t Adjustments

|
Contract 1D: EDUUUEEEBEUE

Estimate  Entered Adjustment Description Rmk  UserID Adjustment
Mbr Date Amount

0005 03/28/02 Cash Retainage Withheld DiATest $77E2EAZ
0005 03428/02 Application of Training Adjustrent DCATest $280.00
oo1a 01415703 Training Rates @’ FREWHOO1 $150.00
Application of Training Adiustrment @ NOte that you
Project Distribution Project et can SCI'OH up or
Number P: ! Adjust t
00009029815 50.00 $50.00 — dOWn through
00003029816 [50.00 $50.00 the PCNS to
00009029817 .00 $0.00 . .
00003023644 00 $0.00 distribute the
00009029845 .00 $0.00
000090298 46 .00 $0.00 percentage'

Descriptions

Click on Save == to save changes. Exit the window.

11. IMPORTANT: DO NOT REGENERATE THE ESTIMATE!

The estimate automatically shows up as adjusted when you reprint. Regenerating the estimate
will cause the adjustment to be deleted.

12. If you need to assess or decrease liquidated damages, see section 10 to complete this task.

13. Using ‘Summary to Contractor Report’, in Section 9, reprint the estimate.
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A.7. Contract Milestones — Pay on Incentives/Disincentives

SiteManager allows the maintenance of Incentives or Disincentives to be applied to a Milestone. All
Contract milestones and their associated Incentives or Disincentives may be displayed for selection.
Once a milestone with has been selected, all the Incentives or Disincentives details, automatically
calculated or manually added, will display. Modification is limited to the Incentives or Disincentives
that are associated with an unapproved Estimate. Incentives or Disincentives from an approved
Estimate may only be viewed. Deletion is allowed only to those Incentives or Disincentives records that
are user entered and associated with an unapproved Estimate and are entered through this window.

For a selected milestone, the user can add a new or modify an existing incentive or disincentive (with
the qualifications in the preceding paragraph). The following fields may be modified:

- Begin Date (the date the Incentive or Disincentive charges started)
- End Time (the time the Incentive or Disincentive charges started for hour-type milestones)

- End Date (the date the Incentive or Disincentive charges ended)

- End Time (the date the Incentive or Disincentive charges ended for hour-type milestones)

- Nbr of Charged Units (the number of days/hours Incentives or Disincentives is applied to a Contract)
These fields may be modified with the following qualifications.

- When entering Begin and End dates, the dates must be after the Current milestone completion date.
- When entering Begin and End time, the times must be after the Current milestone completion time.

You can pay an incentive or disincentive, by adding a new record and entering number of units (days)
charged. This adjustment will be applied to your estimate automatically.

IMPORTANT: DO NOT REGENERATE THE ESTIMATE!

The estimate automatically shows up as adjusted when you reprint. Regenerating the estimate will cause
the adjustment to be deleted.
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A.7.a. Modify Incentive or Disincentive

1. Loginto SlteManager At the Available Groups window, select Group ID “PM” and click OK.

SiteManager Logon

Trms port
g oiteManager

T Construction Management Software
’*;

User 1D: [RIKFHOO1
Password: l\—
Connect to: lm
Logon I Change Passwoldl Close |

Available Groups for RIKFHOO1

Grp Id | Group Hame -
SkAING |Siteh-1anager Inguiry Group

INSF [Irspector

SMADMIN  [SiteManager Administrator
| Project Manager
Dizt Eng |District Canztruction Engineer

CCA |District Contract Adrministratar w

Select the Group for the sezsion. | OK

2. From the main panel, double-click Contractor Payments.

ESiteManager Panel

Main Panel T

Contractor Papmentz(+] ]

o

<

Contract D aily "whork,

L= T v

Change Civil Flightz[+]

Adminiztration[+]  Feports(+] Orders[+]
3. Double-click Milestone Adjustments.
ESiteManager Panel
| Main Fanel Contractor Payments[+] T Milestone Adjustments(+]

Hilgstone

=

E stimate(+] Contract
Adjustments(+)

%

& a8 =

Reports [CP+] Reference Process List
Tables [CP+)

4. Double-click Incentives (or Disincentives, or Milestone Time Adjustments, whichever type of

adjustment you need to enter).

ESiteManager Panel
b zin Panel T [
Milgstonc

Filestane Time
Adjustments

Digincentives Incentives
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5. Select the Contract ID if you do not already have the contract open.

Enuthurized Contract/Milestone List
“Gelech
Contract 1D | TRAN_M
Milestone | o1 TRAIN_OT
Find: |
-~ Contract ID

Contract ID Vendor ID Fed State Proj Nbr Status County Lvl2 Lwl3 Lvl4
STP-008-2(002)/000807 ACTY o0z 0z FROM: RTE. 838
TRAIN_31 CO06 NH-064-3(381]/00641 22 ACTY COlE o FROM: 0.4 MILE '
TRAIN_37 A233 NOMWE/OE34033230  ACTY come 02 FROM: 0.26 M. 5§
TRAIN_38 MO33 NOWE/OBB3069P34  ACTY Con4 02 FROM: RTE 340
TRAIN_39 &020 NOWE/OBB307FIEF  ACTY cmy 02 LOCATION: INT. F

=

6. Select the milestone that needs to be adjusted.

ilestone List

uthorized Contra

Contract D TRAIM_01
Milestone:

Find - |

~Milestone

Description

Milestone Number

02 Open Roadway to Traffic

7. The Incentives window opens.

Last Modified Date  Last Modified User 1D

07A10/02

SYSTEM

T AASHTO siteManager

File Edit Services ‘Window Help

MR 2 0SS M|

" Contract Adjustment Praj. Distribution

Contract ID: Milestone Nbr:

[

TRAIN_O1

Estimate | Mbr of Rate Adjustment Remarks User
Nbr Units | Per Unit Amount
T I T

r 1D
TEM |

Mbr Of Units: | 1.0 Rate Unit Type: [Days Bid
Date Time Rate Per Unit: |230 HDEJ'SZ P
_ - ours:
Begin: IUUJUD./‘UU 00:00:00 Adjmnt Amount:l 230,00 Adimnt(+)
End: IUSJUB./‘S? 00:00:00 Date Created: o702 Days: [0
Hours: |0
Tot Charged|-)
Remarks: ;I Days: |2
Hours: |0
Current(=)
LI Days: |1
Hours: [
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8. Entered milestone adjustment. SiteManager calculated.

4 AASHTO SiteManager M= B
File Edit Services window Help
EETER AT ]
FlIncentives [_ 1o =]
" Contiact Adjustment Proj. Distribution
Contract ID: [TREIN_0T Milestone Nbr: ~ [01
Esllmale Nbiof | Rate | Adjustment Remarks: User ID
Umls Per Unit Amuunl
Adjust kfh
uum 23 230 | SYSTEM
Nbr Of Units:| [ Rate Unit Type: [Davs Bid
Date  Time Rate Per Unit: 730 e ':
Begin: [05/03/97 | Joc:00:00 Adjmnt Amount: 000 " d;'“:l':['f] n
End: [05/03/%7 [00:00.00 Date Created: 0203104 Dapsi
Haurs: [0
Tot Charged[-)
Remarks: i ed Milestone Adiust kih = Days: 2
Haurs: [0
Current{-]
= Dav==|:
Hours: [0
Lo
Fieady [Trainina Train [SMADMIN _ Juaind

Clicked the Project Distribution tab to ensure appropriate distribution.

P AASHTO SiteManager

File Services MWindow Help

T TR]
Contract Adjustment Proj. Distribution
Contract ID: [TRAIN_O1 Milestone Nbr:  [01

Entr-r.-uirhlr- =tone Acust kih

Estimate | Mbr of FRate Adjustment Remarks User ID
Nbr Unlls Pel Unit Amounl

n:m‘l

| unm\ 1. n| | 23000 [5¥STEM
Project Distribution Project
Humb P tag Adjustment

LT18534BC011 [100.000 423000

LT18584BD631  [00 $0.00
Total 100.00 $230.00
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10. To modify the project distribution, enter the distribution percentage for each project number
Click Save and Exit.

P AASHTO SiteManager
File Services MWindow Help

==

Contract Adjustment Proj. Distribution

Contract ID: [TRAIN_O1 Milestone Nbr:  [01

nnn1| 1 n|

Esllmale Mbr of FRate Adjustment Remarks User ID
Unlls Per Unit Amount

h:ln‘l
230| 230 nn| [EVSTEM
Project Distribution Project
Humb P g Adjustment
LT18584BCO11 OO0 11500
LT18534BD681 OO0 $115.00
Total 100.00 $230.00

11. Click the desired record. Enter the appropriate distribution percentage

FIAASHTO SiteManager
File Services ‘Window Help

GTET ]

Contract Adjustrent Proj. Distribution

Contract ID: [TRAIN_OT Milestone Nbr:  [01

Esllmale Mbr of Rate Adjustment Remarks User ID
Units | Per Unit Amount

| 1d 230 230.00Ertered Misstone Adust kih bt ||
oo | 1.0 PET| Z30.00] |SYSTEM
Project Distribution Project
Humb P tag Adjustment
LT18594BC01-1 50.00 $115.00
LT18534B065-1 50.00 $115.00
Total 100.00 $230.00
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A.8. Review Reports

A.8.a. View Estimate Summary

The Estimate Summary panel allows the user to view calculated Estimates summary information. The panel

shows three sets of totals:

» Current Estimate,

» Combined totals for previous Estimate(s), and

> Totals to date.

The Estimate Item Detail panel displays the Item quantities from approved Daily Work Reports.

1. Login to SiteManager.

2. At the Available Groups window, select Group ID “PROJECT MANAGER” and click OK.

3. On the SiteManager Main Panel, double-click on Contractor Payments:

Main Panel Cantractar Payments(+] ]
Cantract D aily otk F'lpehne and [ o Change Civil Rights[+] Materials
Administration[+]  Reports(+] Zipl+] Orders(+] Management(+]
|
i) i,
Acceszones(+] System Manuals(+]
Adrninistration]+]

4. Now that you are on the Contractor Payments Panel, double-click on Estimate:

Main Panel Contractor Payments{+] T Estimate(+]
S % E
E stimate(+] Contract Milestone Feports [CP+] Feference Process List
Adjustments(+]  Adjustments(+] Tables [CP+)

5. On the Estimate Panel, double-click on Estimate Summary.

Main Panel T Contractor Payments(+] T E stimate[+]
: L [ ¢
Generate E stimate Estimate ltem  Estimate [tem  Estimate History E stimate
E stimate Dizcrepancy [retail Fapbook Approval
i =
Estimate: Estimate Enter Check
Fiejection Tracking Murnber
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6. From the Selection window, select the contract by double-clicking on it.

x|

—celecti

@ Contract I

E stimate I

Find :

— Contract
Contract |ID Yendor ID Fed State Proj Hbr Status County Lvl2 Lv*

AMA241C39584C CO037 NOME/D2440001008.5F ACTY Coog s 02

B 00005561 C01 008 MOME/DE41-029-282, CH ACTY Co29 08 47

B0O013103C028 K258 NOME/0733-053-P31 CEPEND Co53 o0& 49

B 0001 4646C01 N188 STPS155(128)/000155 ACTY

! M CTY
CO0000054C02 5018 WH-095-2(419)/0095029 ACTY

K | Cancel

7. Select the estimate and click OK.

Contract and Estimate

G elect
Contract I BOOD1EE27C30
Estimate: |
Find: |
— Estimate
Estimate Met Payp Period PM PM Last Appr. Last Appr. *
Number End Date Uszer ID Appr. Date Uszer ID Date

3 LI ) 0
$404.100.00(09/1 2/02 COJHW 00 05/25/02 COJH w01 09/25/02
0014 $1.648.10/09.10/02 COJHW OO 03/24/02 COJHWOOT 03/24/02
0013 $1.000.00)08.19/02 HRAPPOOT 05/11./02 HRAPPOOT 09411402
0012 $69.442 35|08/04/02 HR&PPOOT 03/10/02 HRAPPOIT 03/10/02
$4.047 30|07 /2402 RIELIO0T 08/07./02 AT 08/07 /02

[1].9 | Eancell

8. 1In the Estimate Summag window, view the estimate.
P aasHTO SiteManager

File Edit Services Window Help
ZEfrd s O B AT &

Contract ID: [EO001EE27C30 Estimate Nbr: IUU‘IB

Previous This Total ($]

E stimate[s] [$]) E stimate [$] To Date
Item Earnings: | $2.451.376.91 | $1.375,300.00 | $4,827.276.81
Participating: [ s27e1ioias [ $1.02530000 [ $3787.00145
Hon - Participating: | $630,275.36 | $350,000.00 | $1,040.275.26
Retainage: [ [$E0947470 | igEeFIE0n [$678.263.10)
Stockpiled Materials: | 3095 | $0.00 | ($0.95)
Incentive: | $0.00 | $0.00 | £0.00
Disincentive: | $0.00 | $0.00 | $0.00
Liguidated Damage: | $0.00 | $0.00 | $0.00
Other Adjustments: I $2.54E.45 | $5,000.00 | $7.546.45
Paid To Contractor: | $345357953 | $1,380.900.00 | $4.834 47353

U
|_Deﬁcienl Pawrolls: [~ Civil Rights Rpt. Deficiency: [ ltem: [~ Other |7

Subcontractors Paid : [~
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9. Click on the Remarks | [P_’] | icon and add any Estimate Comments.

F1AASHTO SiteManager

File Edit Services Window Help
IR EAEAL &
| EEstimate Summary

Note: Once an Estimate is approved by the PM, no remarks can be entered, as
demonstrated below where the Remarks are read-only.

=)

Additionally, note that the Remarks icon === is shaded (rather than clear) in this
example, indicating the Remarks are read-only

F1aASHTO SiteManager

File Edit Services Window Help
TR )

Contract ID: |BODO1EE27C30 Estimate Nbr: IDEI1B
Previous This Total [$]
E stimatelz] [$] E stimate [$] To Date
Item Earnings: Remarks [General Remarks] :
Participating: [This iz a test of the estimate summary remarks. Do you ;l
Non - Participating: show up anywhere?
Retainage:

Stockpiled M aterials|
Incentive:
Disincentive:

Liquidated Damage:

Other Adjustments: ;I

Paid To Contractor:

Lhiscrepancies
| Deficient Payrolls: [~ Civil Rights Rpt. Deficiency: [~ Item: [ Other: J

Subcontractors Paid : [
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10 Here is a sample from another contract showing how the Remarks look when there is an Estimate

that has not yet been approved by the PM and remarks can be entered. (Note the Remarks icon =1

is clear, indicating that Remarks can be entered.)

P AASHTO siteManager
File Edit Services ‘window Help

| IREE EEU O EAD /. &)

Contract ID:  [500009029C03 Estimate Nbr:  [0078°
Previous This Total [$]
Estimate[s] [$] Estimate [$] To Date
Item E arnings: R ks (G IR ks] :
Participating: d
Mon - Participating:
FRetainage:
Stockpiled M aterials 4
Incentive:
Disincentive:
Liquidated Damage:
Other Adjustments: LI
Paid To Contractor:
U
“;Deﬁcienl Payrolls: | Civil Rights Rpt. Deficiency: [~ ltem: [~ Other: v
Subcontractors Paid : [~

11 Click again on the Remarks | - |! icon to close the window and click on Save =]

12 Click on “X” to exit.

13 Review and resolve discrepancies. Refer to Section 5, this manual.
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A.8.b. View Estimate Item Detail

1. For Detail Estimate, at the Main Panel, double-click on Contractor Payments.

]
2 85 ¥ @ m@m X

Contract Draily Wwork. Pipeline and
Administration[+]  Feports(+) Zipl+]

E O

Acceszonez(+]  Manuals(+)

s

Chahge Civil Rights([+] Materials
Orders(+) M anagement(+)

2. Double-click on Estimate.

ESiteManager Panel

| Main Panel Contractor Pa_vmenls[+] T Estimate{+] I
Contract Milestane Reparts [CP+) Reference Process List
Adjustments(+]  Adjustments(+] Tables [CP+)

3. Double-click on Estimate Item Detail.

E SiteManager Panel

Main Panel T Contractor Pagpments(+] T E stimate(+]
i = Vg
Generate E stimate E stimate Estimate ltem  Estimate History E stimate
E stimate Summary Digcrepancy Paybook, Approval
Wi
Estimate E stimate
Rejection Tracking
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Example of the Estimate Item Detail window.

P ansHTO siteManager

File Edit Services Window Help
=1 Y
T e

Contract ID: [500009023C03 Estimate Nbr:  [0018
Project Line ltem Item Item Gty Installed  Amt Installed
Nbr Humber Code Description This Est. This Est
000 13 3 10607 ASPHALT COMCR
00051241058 0275 00540 REIMF. STEEL 1]
1] | |
Quantity Amount
Bid: 1.618.000 4279610 Unit Price: 26.45000
Current: 1.618.000 4279610 Unit of Measure: TONS
Pending CO: .0og oo
Notified Qty: I JB18.000 4279610
Projected Qty:| 1518000 4279610
Installed To Date: 1.618.000 4279610
Installed This Est: 1.618.000 4279610
Paid Previously: .0og 0.00 Dizcrepancies
Pay ThisEst|  1g1a000 4279610  Deficient Tested Materials Ind: []
Paid To Date: 1.618.000 42,796.10 Exceeds Allowed Overrun Ind: []

4. Double-click on the Item you want to view to see the detail:

I aAsHTO SiteManager

Fle Edi Services ‘Window Help
EREIEcE 0%

Contract ID: 20000302903 Estimate Mbi: IUU18

Project Line Item Item Item Qty Ingtalled  Amt Installed
Mbr Number Code Description This Est. This Est.

00003023C03 0305 10607 ASPHALT CONCRETE 1618 $42,736.10
00051241058 0275 (0540 REINF. STEEL I $0.00

Quantity Amount
Bid: 1,846,000 3764918 Unit Price: 48000
Current: 81,846,000 ITE4916 Unit of Measure: POUNDS
Pending CO: 000 o0
Motified Qty:[  51.546.000 TTE4916
Projected Qty:[ 61,046,000 3754916
Installed To Date: 51,151.000 2352946
Ingtalled This Est: R ]
Paid Previously: 51,151.000 2352945 Discrepancies
Pay This Est: I—DDD 0.0n Deficient Tested Materials Ind: []
Paid To Date: 51,151,000 2352948 Exceeds Allowed Dverrun Ind: []

5. Click on “X” to exit.
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A.9. Review/Resolve Estimate Discrepancies and Fatal Logs

SiteManager identifies the discrepancies associated with an Estimate. The discrepancies are of two
levels; discrepancies at Estimate level and discrepancies at item level. For example, if DBE
requirements are not met or payrolls are not certified, the discrepancies are associated to the Estimate.
Or, if there is a deficiency in testing requirements or overrun situations, the discrepancies are associated
with the line item.

Different types of discrepancies would require different actions. The user would need to perform some
of the following tasks.

Review discrepancies

Resolve discrepancies.

Recalculate the discrepancies, or

Override the discrepancies. The user can override a discrepancy. Note: Any override must be
supplemented with a remark. An override will update the User ID and Date and Time on the
associated database record. Others can view the override and remarks.

oNwp

TYPES OF DISCREPANCIES:
There are four types of discrepancies and each will be identified using different criteria. These four discrepancies
are as follows:

1. Overrun Discrepancy (Over 200%)

2. Payroll Certification Discrepancy (Failed to enter payroll or failed to certify)
3. Milestone

4. Contract Completion Discrepancy
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A.9.a. Reviewing Estimate Discrepancies

The user would need to review the discrepancy or discrepancies to determine what exists and

What corrections are needed.

1. Log in to SiteManager. At the Available Groups window, select Group ID “PROJECT

MANAGER” and click OK.
SiteManageriLogER Available Groups for RIKFHDD 1
Grp Id | Group Hame -
T port » SkIMG |SiteManager Ihquiny Group
—aiteManager NP ffrspectar
Construction Management Software = —
,;M L‘ SHADMIN  |Sitebanager Administrator
RIKFHOOT
User ID: Proj Eng Project Engineer
Password: | Resz Enar  |Rezidency Construchion Engineer -
Connect to: Isewm vl
Select the Group for the zession. (1].4 I

LLogon I |

Change Password I Cloze

2. At the main panel, double-click on (a) Contractor
(c) Estimate Discrepancy.

ﬂSiteManager Panel

Main Panel Contractor Payments+)]
Cantract Doaily "wark, F'||:-e||ne and C Charu
Adminigtration(+]  Feports(+] Zipl+] Orders
|
B O
a. Accessones(+]  Manuals(+)

Payments, (b) Estimate,

ﬂSiteManager Panel

| Main Parel

ijgstane

Contract

Contractor Payments[+]

%Iﬂ

Milestone Fieports [CP+] Refe
Aduztments(+]  Adjustments(+] Table
b.
E stimate[+] T
e
Generate E stirmate E = Estimnate Item
E stimate Surnnmary Detail
E stimate E stimate
Rejection Tracking
C.
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3. At the Select Contract and Estimate window, double-click on the desired contract:

ESelect Contract and Estimate |
— Selection
@ Contract | A00003029C03
Estimate | oos
Find : |
— Contract
Contract ID Yendor ID Fed State Proj Nbr Status Countpy  Lvl 2 Ly
5000350459803 B728 ER5132(106)/0011132 PEND C3E8 08 58
500054782N028 EO05 MH-368-8[020)MS19EE ACTY C3E8 08 02
500057435C02 B319 MH-064-1(103)/(FO)0064 PEND Coo3 08 50
5h4802PMI39529 A006 MOME/PMEI0Z2 ACTY Cos1 08 50
E00056383L01 Coov

4. Then double-click on the estimate:

ESelect Contract and Estimate |
— Selection
Contract | A00003029C03
Estimate |
Find: |
 Estimat
E stimate Met Pay Period PM PM Last Appr. Last Appr. =
Humber End Date Uszer ID Appr. Date User ID Date
1011401402
0017 $780.00|09/07/02 STFJw001 03/11/02 STFJw001 3102
0016 $108.46(09/05/02 STFJw001 03/11/02 STFJw001 09/11./02
0015 $195.63|09/03/02 STRJw001 03/10/02 STRIw001 09/10/02
0014 $46.463.72(04/10/02 CORMRODT 08/20/02 CORMRO0T 08/20./02
0013 $10.722.50(04,/01./02 HRMDCOO1 08/08/02 HRMDCO01 08/08./02
4 »

(1] | Cancell

If no discrepancies exist, click on “X” to exit.. Note: Discrepancies should always be resolved or

overridden before forwarding estimate to the Project Engineer.

Review and determine the type of discrepancies that do exist and go to Section B of this training

guide and follow the appropriate steps for resolving the discrepancy.
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7. Click on the discrepancy and click on the Navigation | icon.
In the example below, there is a payroll discrepancy. The user clicks on the discrepancy and then
clicks on the Navigation icon.

FaasHTO SiteManager

File Services ‘Window Help
=l

Contract ID: |500054732N02E E stimate Mbr: 00071  Status: |APRY

Description Status By Resolve Hezolve
Date Time

Fayroll for Yendor EQ0S iz deficient. Pyrl iz needed after 5/|Unr

SiteManager will then open the appropriate window to address the discrepancy.
Example below: Contractor Payrolls window opens.

P AASHTO SiteManager

File Edit Services ‘Window Help
mEEE DS Y E|

Payroll Information i Emplopes [nformation ¥ Emplopes D aily Information
Contract 1D: EMSDDF’M.&3951 Yendor ID: | |
Payroll Received: IDD;’DD;’DD [T Certified
For Period Ending: IDD;’DD;’DD [~ Mo Employee Hours for period
On E stimate: I [ Payroll Exception Processed
1| | i |
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A.9.b. Resolving Discrepancies

After the generation of an Estimate, the Estimate History or Estimate Summary windows can be used to
navigate to the Estimate Discrepancy window as well as direct navigation to the window.

The Estimate Discrepancy window displays all the discrepancies associated with an Estimate.
Discrepancies can be associated to an Estimate or to a Estimate item (Contract item with installed
quantities for the Estimate period). The Estimate discrepancies will be listed at the top of the window
and item discrepancies will be listed after them. The Status field values will be either Unresolved or
Override. When Identify Discrepancy function is requested by Refresh choice (or by Generate Estimate
process), the discrepancy is re-determined.

The user has the following three options to resolve the discrepancy(s):

a) They can override the discrepancies and use the update function to update the override information,
b) They can correct the individual discrepancy input information.

¢) Combination of both a) and b).

Any override must be supplemented with a remark. An override will update the User ID and Date and
Time on the associated database record.

Before an override is initiated, the user must resolve all discrepancies that he can, recalculate the
discrepancies, and then initiate the overrides for the remaining discrepancies.

Note: A “Recalculate” action will remove an override.

Types of Discrepancies:

1. Overrun Discrepancy. There may be two types of “overrun” discrepancies.
Examples:
(a) A lump sum item was mistakenly overpaid. If this occurred, the user needs to correct the
Estimate Quantity and can use Section 5, DWR Changes after Estimate Generation, to
accomplish this correction.
(b) A true overrun exists. The user would need to initiate Change Order process and then
override the discrepancy by going to Section D, “HOW TO OVERRIDE A DISCREPANCY™.
Note: Override cannot be performed for final estimates. Additionally, please note that if the
user recalculates a discrepancy after overriding, it will reset the discrepancies (user will lose the
override) and the user would have to override again. When a user overrides a discrepancy, the
user is required to enter remarks to document the reason for the override.
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2. Milestone Discrepancy.
If the user encounters this type of discrepancy, the user would need to contact the District
Contract Administrator. If Milestone has been reached, the District Contract Administrator
would need to update the Actual Completion Date (refer to Section 3 for assistance). If the
Milestone has not been reached, the user would need to override the discrepancy. Note:
Override cannot be performed for final estimates. Additionally, please note that if the user
recalculates a discrepancy after overriding, it will reset the discrepancies (user will lose the
override) and the user would have to override again. When a user overrides a discrepancy, the
user is required to enter remarks to document the reason for the override. To override the
discrepancy, go to section “D. HOW TO OVERRIDE A DISCREPANCY”.

3. Payroll Discrepancy. In the example below, payroll is deficient. Payroll is needed after 4/23/02
as noted in the description. (Note: If your screen does not display the entire description, place
your pointer on the vertical line between Description and Status, click and drag to the right to
open the description in its entirety.) CONTACT CIVIL RIGHTS BY EMAIL THAT THERE IS
A DEFICIENT PAYROLL.

P ansHTO siteManager

File Services ‘window Help
= e =

Contract ID:  [aM300PMA39513 Estimate Mbr: 0004  Status: IF‘END

Descnption Status By Resolve

Payrall for Yendor B042 i deficient.Pwl is needed after 4/23/02 Unresolved

From the main panel double-click on Contract Administration.

Main Panel I Contract Administration(+] )

& B = S m X

[
- g

D aily *work Fipeline and Contractar Change Civil Rights(+] I aterials
W FReports(+) Zipl+] Payments[+] Orders(+] I anagement(+]
o<
Accessories(+]  Manuals(+)

Double-click on Contract Records.

| I air Panel T Contract Administration[+] T Contract Records(+] I
Reference Contractor Reports [CA+]  Process List
Tables(CA+] cEI Ml M anagement(+]
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Double-click on Contracts.

| air Panel T Contract Administration(+] T Contract Records(+]
Milgztane ﬂﬂ @ 5 }
Frojects Categories Items Contract Contract

Funding Authority

Note: If you did not already have SiteManager open and you have just logged in to SiteManager, at
this point you would see the Contracts list window and would need to select the appropriate contract.
However, if you were already logged in and had been working in the contract within SiteManager,
the next window to appear would allow you to click on the Prime Contractor at this point.

The Contracts window would appear as shown below.

FJAASHTO SiteManager

Fle Edit Services ‘window Help

LIRS

Etontracts
'..Descliplinn “ Location  PapmentData © Critical Dates © Primary Prime “"DBEE Commit * Training Plan
Persornel Contractor
Contract I1D: |AM300PKA33513 Fed 5t/Pr Prj Nbr: INDNE!PM-SE-DU
Status: Fcllve Primary PCH: IMSUUPMASSE'IZ
Distlicl:IDA Residency: |42 I qund:ng—
ederal
Progress Sched: |Pe|cent Complete for a Time Period Yariance Pct: I 10,00 = SlatesProvince
Desc: l&SF’HALT PLANT M " Both

Time Cha[ges:lm Bid Days: I_E1 Bid Amt: Im
Contract Type: IW " Fed Dversight
Work Type:lm [" Local Oversight Propozal Fund Type: ISTA—
Spec Ylilﬁ Unit System: IEngT Suppl Spec Bk ¥r: Im Al |DZ|—

‘Wage ‘Wwage Decigion ID Wage Decision Description Genil Wg Dcsn 1D
Decision: Mol o I

Click on Prime Contractor folder tab and review the Payroll frequency.

Note: Check the payroll frequency. In the example below, the payroll is required every
four weeks. Payroll must be certified every four weeks. Example: If the contract work
begin date was 01/30/02 and the first payroll was received on 2/22/02, the next payroll
should be certified by 3/22/02, and every four weeks thereafter.
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I AASHTO SiteManager

File Edit Services ‘Window Help

R IEE

Descripion ~ Location - Papment Data * Critical Dates ary  Primi “*"DBE Commit " Trairing Plan |
Pesonnel Contracjbr
Contract ID- EMGI0FMAIET3 N
Current Prime: [B042 HULIUS ERANSCOME. [MC. I~ Joint Yenture

Payroll
|77 Hequired  Freq in Weeks: Id Max Subcontract Pct: | 70.00 [~ Subcontractors Paid

Bankruptcy Date: IDU."DUJDU Bankruptcy Type Desc: ISpaces

Thed

D
’7|_ Indicator Reason: |5;|aces Date: |UU.-’UU.-’UU

Original Prime Contractor: | |

Prme Contacts: Contact Name Contact Type User Id

[HIT & e Assoc Yendor ID Associate Short Name Associate Type
FIDELITY & GUARANTY INS. UNDERWRITERS .
5u003 AMERICAN CASUALTY CO. OF READING, Pa. Surety

If a Payroll Discrepancy, notify Civil Rights by email that there is a deficient payroll.

4. Contract Completion Discrepancy.
There are three options to handle this discrepancy:
OPTION 1:

To resolve this discrepancy, the DCA would need to enter a Change Order for a time extension.
The DCA can refer to Section 9-A3, “Change Orders with Time Adjustments” to perform the
task.

OPTION 2:
If the contractor has exceeded the current contract time, the discrepancy should be overridden.
OPTION 3:

The DCA has the ability to turn off the Contract Completion discrepancy option at any time and
it is contract specific.

If an estimate is already in the approval process and a discrepancy is shown, then the estimate
must be rejected and the indicator shown below unchecked. The estimated would then need to
be regenerated and sent back through the approval process. The specific discrepancy for this
contract would no longer be flagged.

Since the DCAs are required to resolve all discrepancies, the only way to prevent this discrepancy from
appearing on the semi-final when the period end date and the adjusted completion date are the same is to
modify the contract’s default discrepancy
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A.9.c. Discrepancy Removal

Note: If an estimate already exists with the CD discrepancy, then it will have to be rejected and deleted.

n SiteManager Panel

Cortenciol Papments+]

1) Navigate to the Contract Discrepancy Options via Contractor Payments=>Reference Tables=>

&

Aelerence Tables [CFs

| -DBE Comphance

syl 5o T
Ve £ ilimiles Plartieed End Dol
wpans Acpiahed Comgeeies [lafis

i+ Checklist Evend Completion Date Miszed

3) Regenerate the estimate and the discrepancy will no longer appear.
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A.9.d. Recalculate Discrepancies

1. Once all discrepancies have been addressed, click on Services | Recalculate Discrepancies.

P aASHTO SiteManager

File | Services ‘Window Help

Remarks Chrl+-Al+-R |

Protess Status | B I
Mavigation Chrl+Shift+1
Recalculate Discrepancies  Chrl+Shift+C —_—

= To— A00003029C03 E stimate Mbr: 0018  Status: IF'END

Ela

Description Status By Resolve Resolve

Exceeded Current Mumb of Days on Cont and no Physical R FREx/HOOT (0

An Estimate Discrepancies message box appears as follows. Click Yes to continue, and the
“Refresh Complete” message appears. Click on OK.

Estimate Discrepancies El

This Function will recalculate the discrepancies on this estimate.
This could kake several minutes, Proceed anwway'?

Estimate Discrepaf

@ Refresh Complete

2. Review Discrepancy window again.

3. Resolve any remaining discrepancies or exit if there are no remaining discrepancies. Or, go to
Section D, “HOW TO OVERRIDE DISCREPANCIES” to override them. Note: Override
cannot be performed for final estimates.
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A.9.e. Overriding A Discrepancy

Note: Override cannot be performed for final estimates. Additionally, please note that if
the user recalculates a discrepancy after overriding, it will reset the discrepancies (user will lose the
override) and the user would have to override again. When a user overrides a discrepancy, the user is

required to enter remarks to document the reason for the override. The following pages demonstrate
how to override a discrepancy.

1.

2.

To override the discrepancy, in the Estimate Discrepancies window, click on Status drop-down
arrow and click on Override.

FJaasHTO sitemManager
File Services ‘window Help

DRr Y ESE B

EEstimate Discrepancies

Contract ID: EDDDDSD%EDS E stimategMbr: 0018 Status: IF'END

Description By Reszolve Resolve
Date

Exceeded Current Mumb of Dayz on Cont and ne

After clicking on Override as noted above, the remarks window pops up. Any Override must

be supplemented with a Remark. Enter the reason for override in the Remarks window.
P aasHTO siteManager

File Services ‘Window Help

=1 N

EEstimate Discrepancies

Remarks [General Remarks] :

IDVERRIDE =]

0018 Status: IF'END

Resolve Resolve
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3. Click on the Remarks icon | @ | : to close the remarks window.

P AASHTO SiteManager
File Services ‘Window Help

=TT NEEY

EEstimate Discrepancies
Contract ID: |A00003023C03 Estimate Nbr: 0018 Status: [PEND
Descrption Status By Resolve Hesolve
Date Time
Exceeded Current Mumb of Days on Cont and no Phys "BARIKFHODT |01/25/03 [13:05:42

Click on Save ™ and then click on “X” to exit.

A.9.1. Fatal Log Errors for Lump Sum Overruns

A fatal error message will occur for overruns of a lump sum item in the SM/FMS interface. The error
keeps lump sum items from being overrun and paid. The error will not occur until the estimate has been
approved at the final approval in SM and sent to the interface. It will keep the estimate from passing to
FMSII. The correction if it was a mistake is to request that IT set the estimate back to PEND, the DCA
must delete the estimate, the PM must unauthorize the DWR on the Diary and correct the entry in the

DWR items. If the overrun is valid, a work order must be done to add a new item to the contract and
pay on the new item.
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A.10. Print Summary to Contractor

1. If not already logged on, follow Steps 1 and 2 to log on to SiteManager. At the Available Groups
window, select Group ID “PROJECT MANAGER” and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

Grp Id I Group Name -
T port SHIMD |SiteM anager [nguiry Group

QSitEMEInEIgErm ISP Inzpector

Canstruction M Saftw - —
e SHADMIM  |Sitebdanager Administrator

- [RiKFHOO : i i
User 1D Proj Eng Project Engineer

Password: | Res Engr  |Residency Construction Engineer =

Connect to: ISgnre[ 'l I
Logon I Change Passwoldl Close | Szt e EIDUD for the session. ar

2. At the main panel, double-click on Contractor Payments.
ESiteManager Panel

Main Panel Contractor Pagments(+)]
s B .
Contract D aily whork, Pipeline and
Adminiztration][+]  Reports(+] Zip+]

ea B

Accerzores(+]  Manualg(+]

3. Double-click on Process List.

E SiteManager Panel

| Main Panel Contractor Pa_l,lmenls[+]
E stimate(+] Contract Milegtone Reports [CP+] Reference
Adjustments(+]  Adjustments(+) Tables [CP+]

4. Click on Summary to Contractor (SUMCONT) process.

Processz ID Process Type Process Description
CCPESTAP  |SM-Standard Esimate Financial file extraction

RSMFRDF Custom RE&S0MS FOR DIFFERENCES REFPORT

CHGDRY Custom DETAILED &MD SUMMARY MAINT CHARGES REFORT
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5. Click on the Run icon e==.

E aasHTO SiteManager

File Services ﬂindow

=l

i )

E Process Liskt

Process ID

FProceszs Type

Process Description

CCPESTAP

SM-Standard

Esimate Financial file extraction
: ¥ TO COMTRACTOR RPT
REASOMS FOR DIFFEREMCES REPORT

ITH SUFP DE

RSHFRDF Cuztanm
CHGDRIN Cuztanm DETAILED AWND SUMMARY MAINT CHARGES REPORT
6. Click on Subset button.

Etonﬁrm Process Submission

Contract Id IC

String

E stimate Humber IE

String

| »

Submit

| Parameters |

LCancel |

7. The Select Subset window appears. Click on the Contract ID and Estimate Number and click
OK. (Multiples can be used by using Shift+mouse click or Ctrl+mouse click).

x
Contract [d  |Fed St Prj Mbr EstMbr | PrdEnd Dt|  Gen Dt Gen By | EstStatus|  Vend|
BO0OOSSETCOT \NOME /0541-029-252,C50001 20020131| 20020314 COJT'w 00 APRY w008
BO00OSSETCOT |\NOME /0841 -029-252 CFO002 20020204 20020319 C0J w001 APRY 4003
BOOO0SSETCOT \MOME ADB41-023-282 CEO003 20020205 20020322 C0J TwWOO PR w008
BO00OSSETCOT |\NOME /0541 -029-252 CF 0004 20020205 20020322 C0JTwO01APRY 4002
BO000S551C01 |MOME A0541-0 2 0 T 2
A00003023C03 |WH-STP-234-3(003)/627 0001 20020131  20020326HRJELOOT |APRY  |A073
BOOOOSSETCOT \NOME /0E41-029-282 CF 0006 20020211 20020326 C0OJAGO0T | APRW w008
A00003023C03 |WH-STP-234-3(003)/527 0002 20020205 20020326HRJELOOT |APRY  |A07S
A00003023C03 |WH-STP-234-9(003)/627 0003 20020211 20020327 DCATest |APRY 4079
A I00PMAZSETNOME /PM-9E-00 0001 20020131 20020328 RIKFHOOT |&PRW BO42
A00003023C03 |WH-5TP-234-3(003)/527 0004 20020215 20020327 HRJELOOT |APRY  [A07s
A00003023C03 |WH-5TP-234-3(003)/623 0005 20020216 20020328DCATest |APAV |AO07S
Ab J00PM S35 NOME APr-9E-00 oaoz 20020203 20020328 RIPHMOO0T | APRY BO42
BOOOTEE27C30 |\NH-STP-5401(371)/R0C 0001 20020401 20020401 COJAGOOT | APRW K031
BOOOOSSETCOT \NOME /0541-029-252 C5 0007 20020212 20020403 COJ T'w 00 APRY w008
M ﬂ
oK I Cancel
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8. The Confirm Process Submission window appears. Click on “Submit”.

Etunﬁrm Process Submission x|

Contractor ID IE

String

Estimate Number |E

|

String

| »

‘ Submit ’ Parameters |

R Cancel |

The following window will appear to confirm that the process was submitted. Click OK.

Client Job Monitor

@ Process SUMCOMTA submitked,

X

9. Next, the DPS Status Monitor window will appear to confirm that the process is completed.

Click OK.

DPS Status Monitor x|

@ Prafile SUMCOMTE Far process SUMCOMNT has completed

10. Click on Services | Process Status.
M ansHTO SiteManager

Eile | Services MWindow Help

Process Status I |

——  RunProcess

Process ID Frocess Type Proceszs Description

CCPESTAR  |SM-Standard Esimate Financial file estraction

SUMCONT  |Custom ( TO COMTRACTOR RPT WITH SUFPF DE! 5T COMMEMNT
RSHFRDF Custom RE&SOMNS FOR DIFFEREMCES REFORT

CHGDRIV Custom DETAILED AND SUMMARY MAINT CHARGES REPORT

VDOT Trns-port™ SiteManager™
User Manual
Section Five — Monthly Processes - Page 48 of 89



11. Double-click the process named “SUMCONTX” for the last job submitted (should be at the bottom
of the scroll, highest alpha (x) suffix). Note: The process name is SUMCONT. When the process is
submitted, the system places an alpha suffix (a, b, c. etc.) on the end of the process name.

FaasHTO siteManager

File Edit Zervices  Windmw  Help
=

—_—

Regular =~ Scheduled

Process Mame Status Date Queue Start Time End Ti
Submitted Time

Completed /2 10:09 am 10:03 am 10:10 am

12. Double-click on Output.html.
P ansHTO siteManager =S|

File Edit Zervices ‘window Help

| EmE? &
~lolx|

[~ Show system files

2 10:10:34

OUTPUT.TT 011/20/2002 10:10:23

PROCLOG.TAT | 86211/20/2002 |10:10:34

13. Click File | Print:

a Summary to Contractor With Supplemental Description

J Fle Edit ‘Wew Favorites Tools Help

J Tew 4 @Search [Fe] Favorites @History | %v =3
T Open... ChrlH+O - -

l Edit gsthinson_kfiLocal Settings) Temp'icpydd tmp j PGU
[ Save ChHlHS -
Save As... ommonwealth of Virginia Date: 09/30/2002

Page Setup. .. partment of Transportation -

Print... Chrl+P

ary to Contractor with
Supplemental Description

endor Name: MOOEE BROTHERS COMPATTY,

Print Presiew, ..

Send r
Import and Export.. .

TCORPORATED
Properties
Close - . Pay
1D; Estimate Numher: 0001 Period: 01/30/2002
to; 04/01/2002
Contract Location: Time 122.0 days
’ Allowed: ’ ¥

L

Prints this page.
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14. Here is a screen print of the report. Exit the window, exit process status, exit process list.

/2§ Print Preview

Pint.. |da]| % « Page[l o3 = (B AW | Help | Clase
Surarnary to Contrac tor Page 1 of 3
Rpt-ID: SUMCCHT Commonwealth of Virginia Date: 02/28/2003
Dep artment of Transp ortation
Summary to Coniractor
Vendor ID: IOOE Vendor Wame: MARTIN AND GASS, INCORPCRATED
C““t%f BOO00S561C01 Estimate Number: 000 1 Pay Period: 01/30/2002
in: 0143172002
Coniract Location: Time Allowed : o1 O daye
FR. 0113 MIL.E RTE.63% Time Charged: 2.0 dave
Percent Time: 3280
Estimate Type: FROGRESS ESTIMATE
Estimate
Comments:
Contractor:
WILRTIN AND GASS, INCORPORATED Daie Let: 05/25/1993
6433 GEMEFAL GREEN WAT Date Awarded: 06/17/1999
ALEXANDRIA, VA 22312-2413 Date Contract 0612911999
i B Executed :
Phone: 703-256-4900 Date Motice to Proceed: 01/30/2002
Date WorkBezan: 013072002
Date Time Stopped:  00/00/0000
Date Accepied: 0972772002
- i Projer t Manager/ Inspector
District Coniract Administrator 04 COTTWOOL
Escrow Agent: FIRST VIR GINLA BANE
Surety Co: 5T. PAUL FIRE & MARINE [NSURLNCE CO.
Estimate Paid: YES
Counties:
FAIRFAX
Project Number ~ pcr  Fed Staie Project Deseription 1
00005561B1E 2265 NONED641 029252 ERR%EEGED BRIDGE CIN RTE. 641 OVER POHICK
0000556101 63,72 NONED641 029252 gg&;%)EE EXISTING TWO LANE FACILITY AND
00005561701 263 NOWED§41029282  UTILITIES

Current Comiract ;oo 20 59
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/3 Print Preview

|% - nge|2_0f3 = o |@ @.I?E% vI|ﬂel|:- | Close

Surmnary to Contrac tor Page 2of 3

Total to Date Prev to Date  This Estimate

Partic ip ating $ 0.00% 0.00% 0.00
Mon-Partic ip ating, $ 3490560 § 0.00% 34,905 40
Total Earnings $ 34,905.60 % 0.00 % 34,905.60
Stochp iled Materialks $ 0.00% 0.00% n.on
Gross Farnings $ 34,905.60 % 0.00 % 34,905.60
Retainage $ LTS8 % 0.00% 21,745 28
Escrow Amount $ 1,74522 % 0.00% 1,745 28
Securities E neumb ered $ 0.00% 0.0o% 0.00
Met Earnings $ 34,905.60 % 0.00 % 34,905.60
Liguidated Damages $ 0.00% 0.0o% 0.00
Incentives $ 0.00% 0.00% n.on
Disincentives $ 000 % 000% n.on
Fuel Adjusiment $ 1085 % 0.0o% 1025
Bituminows A djusiment $ 0.00% 0.00% n.on
Autopay Adjusiment § 0oo% 0o0g n.on
Anvount Due $ 34916.45 § 0.00 % 34,016.45
Other Adjustments § 0oo% 0o0g n.on
Payments $ 34916.45 § 0.00 % 34,016.45

Approveed for Payrent By Deate :

HMame Title

Project MNumb er: 0000556 1E18
Line Item Category Item Code/ Unit Price @ This  ypo0 Quantity Cumulative
Est Paid

Mumber DMumber Description Amount
ooin 0oo1 ooiol § 28350440 1000 Ls §  28339.44% 28 350 44
CONSTRUCTION SURVEYING
this iz a test. thizisa test. this iz atest. I think I atn sure thiziza test.
0040 0oo1 a2010 § 271.000 15000 LF § 40500 § 40500
CONCRETE PARAFET
0050 0oo1 Ad011 $ 21.000 15000CY % 31500 % 31500
STRUCTURE
N7 nnn ASANN % N ARN 43TNONTR 3 Py Rl 237 1A
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a Print Preview

pint. || 4 & page3 o3 = ¢ |R @R [75% ~|| Help | Close

Sutnmary to Contrac tor Page 30f 3
Project Mumber: 00005561 C01
LineItem Category Iiem Code/ T This . Quamnii Cumulative
Mumber Nunher Description ~ Unit Frice W Tnis v —
0oz0 o100 ooizo $ 4410 ooooocy § 46100 % 4a1.00
REGULAR EXCAVATION
0190 o100 02024 $  1,553.000 1O0DEs  § 1,553.00 % 1,553.00
DROP INMLET
0210 o100 09150 £ 25000 23000 TOH  § 57500 % 575100
EROSION CONTROL STOWE
Project Current Amount § 252000 % 2.580.00
Project Current Amount & 2.589.00 % 2.589.00
Coniract Current Amount § 3749480 % 37,494.60

15. IF THIS IS A MAINTENANCE CONTRACT AND YOU HAVE
MAINTENANCE CHARGES, PLEASE REFER TO APPENDIX F.
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A.11 Print Monthly Reports

A.11.a. Summary By Project

1. Log in to SiteManager. At the Available Groups window, select Group ID “PROJECT MANAGER”

and click OK.

SiteManager Logon

Trnspork

QSiteManager‘

Construction Management Software

User ID: |RIKFHO01
Password: ||—
Connect to: m
Logon I Change Password | Cloze |

Available Groups for RIKFHOD1

Gip Id | Group Hame -
SkIME |SiteManager Inquiny Group
INSF Inspectar
SkADMIM - |Sitebd anager Adminiztrator
Froj Eng Froject Engineer
Fes Enar  |Residency Construction Engineer -

Select the Group for the session.

0K I

2. At the main panel, double-click on Contractor Payments.

ﬂSiteManager Panel

Caontractor Payments(+]

Main Panel
Contract Doaily ‘whark Plpel_lne and

Administration]+]  Reparts(+)

g W

Accessonies(+)

Zip[+]

M anuals[+]

3. Double-click on Reports.
S

Charm
Orders

Contractor Papments[+] T

Reports [CP+]

Cy

Reference
Tables [CP+)

Process List

4. Double-click on the Summary By Project.

Main Panel

Contractar Pavments(+) T

Reports [CP+])

Sumnmary By Estimate Activity Installed Work “work Suspend!  View Saved
Resume Times

Funding Log

e ]

REPORTS

Reports [PSR]
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5. Double-click on a Contract ID.

Contract ID Yendor ID Fed State Proj Hbr Status County Lvl2 Lvl3 Lvld =
S00054782M026 EOO5 MH-968-8(020) M S| IBEACTY C9EE 0g 0z AR
5hdB802PHI139529 AD0B MOME/PREI02 ACTY Co&1 0z 50 ROCH
A00003029C03 AD73 MH-STP-234-3(003)/623 ACTY CO76 04 43 MAMN,
AMI00PMAIIE13 ED42 MHOME/PH-9E-00 ACTY CO7E 04 48 AR
AMI02PM] 39584 AD79 MOME/PM-AU-02/ANTERACTY Cooo 04, ARLI
AMA241C39584C cog? MOME /02440001008, 5F ACTY Cooo 04 0z RTE.

| | »

[~ Generate Diff-line File
[ Generate Dff-line Print 0K Iﬂalamelelsl Cancel | Help |

6. Double-click on the Estimate Number.

E zstimate Period D ate Generated By
Mbr End Date Generated Uszer ID
oot 01431402 03/4/02 COJTW001
oooz 02/04/02 03/19/02  COJTWO01
ooo3 0z2/05/02 03/22/02  COJTWO01
ooo4 02/08/02 03/22/02 COJTWw001
ooos 02/08/02 03/26/02 COJTW0O01
000E 02411402 03/26/02 COJAGOON
0oov? 0zM2/02 04/03/02  COJTWw 001

I Generate OFff-line File
™ Generate OFf-line Print

—m 02/18/02 04/09/02 |HRMDCOO ]
oK
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7. Example of the Summary by Project report.

_isix]|
File Edit Services window Help
EEE? ccES + &
x
Zoom: Ih 00 -l Copies: |1 - |
ﬂ
Rpt-1ID: RCPESPRJ Commonwealth of Yirginia Date: 1070172002
Uzer: RIKFHDO Department of Transportation Page1of 7
Estimate Summary By Project
Contract ID: BOODOSSE1TCO Estimate Humber: 0008 Pay Period: 02/13/2002
to 02/18/2002
Contract Location: Time Allowed: Bl Days
FR: 0113 MI.LERTE.ESE Time Charged: 185 Daps
TO:1.271 MW RTE B3B8 Elapsed Calender Days: 20 Days
Digtrict: 04 Residency: 47 Percent Time: 2R
Contractor:
MARTIN AND GASS, INCORPORATED Date Let: 05/25/1333
E433 GEMERAL GREEM waY Date Awarded: 061741999
Date Contract Executed: 0E/23/41993
Date Motice to Proceed: 01./30/2002
ALEXAMDRLA a2 22413 Date Work Began: 01/30/2002
Phone: 703-256-4900 Date Time Stopped: 00000000
Date Accepted: 00/00/0000
Escrow Agent: FIRST YIRGIMA BARNK Adjusted Completion Date:  03/31/2002
Surety Co: ST. PALL FIRE & MARINE INSURANCE CO. -
< | vz
|Fieady |Server Jtestan [PM |RIKFHOO1

8. Click on File | Save to save the report. This action will save the report as a .PSR report.
Note: Only SiteManager users can access .PSR reports.
Click on File | Print to print the report.

lsix]
File Edit Services ‘Window Help
Open Chrl+0 b E é | + + |
A Chrl+F4
X
ies: |1
Print Setup el [P
Print Chrl+P ﬂ
Main Panel  Cirl+M J Commonwealth of Yirginia Date: 10,201 /2002
Exit Alt+F4 Department of Transportation Page 1 of 7
E stimate Summary By Project
Contract 1D: BOOOOS5E1CO1 E stimate Mumber: 0008 Pay Perniod: 02/13/2002
to 02/18/2002
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9. Click on Services | Export to export the report.

EJaasHTo SiteManager

File Edit | Services Window Help

JJ ﬁ Process Status F ‘

Expart

Chrl+5hifE+3

Zoom: Irll]l] -l Copies: |1 - |

Rpt-ID: RCPESFPRJ
User: RIKFHOOD1

Commonwealth of Yirginia Date: 1p/01/2002

Department of Transportation Paged of 7
Estimate Summary By Project

Contract ID: BOOOOSSETCOT E stimate Mumber: 0002 Pay Peniod: 02/13/2002

to 02/18/2002

Contract Location: Time Allowed: B1 Davs

10. To export the file into an Excel format, first choose a location to save in; then type a file name; then
export the file to Excel by choosing the file type “.XLS”. Click on Save to save the file.

Export File To: 2 =]
Savejn:lﬁ by Documents <_j = = ER-
AMT Safety et
Camputer EMails 2 My Dacumentsold
Dacuments Fram search IEM';-' Pictures
Ervironmental Approved Lisk 2 My Webs
Fawvorites
FORMS 2-02

File narne: Sum by Project Exported Report L
Save az type: ] Cancel |

11. A message appears to notify you that the file is being exported. Click OK. Exit.
x

@ To Excel file Surmmary By Proj Repart,xLS.
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A.11.b. Estimate Activity Log

1. Log in to SiteManager. At the Available Groups window, select Group ID “PM” and click OK.

SiteManager Logon

Trng pork

QSitel\llanager“

Construction fanagement Software

User ID: |RIKFHOO

Password: ||
Connect to: | Seryer vI
Logon I Change Password | Close |

Available Groups for, RIKEHOO1

Grp Id | Group Hame
SHING |SiteManager Inguiry Group
INSP [Irspectar
SMADMIN  [Sitetd anager Adrinistrator
| Project Manager
Dizt Eng |Dislrict Construction Engineer
DCA |District Cortract Administrator

1

Select the Group for the session.

1].4

2. At the main panel, double-click on Contractor Payments

ESiteManager Panel

o I

M arsalz(+]

Accezsones+]

3. Double-click on Reports.

Main Panel T Contractor Pagments(+)]
5 B s
g B H
Cantract D aily whark, Pipgling and
Administration[+]  Feports(+] Zip(+]

Contractor Payments(+] T Reports [CP+]
Reference Process List
Tables [CP+]

4. Double-click on the Estimate Activity Log icon.

E SiteManager Panel

| b ain Panel T Contractor Payments[+) T
)
= REPORTS
Summary By Surmmary By [ B Installed work ‘Work Suspend!  Wiew Saved

Project Funding

Resume Times  Reports [PSR)

Reports [CP+]
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5. In the Estimate Activity Log window, right click in the Contract ID box and then click on Search to

choose Contract ID.

EEstimate Activity Log

Sark

Sear

& Hhr:|

ch

Lm=

Error: Shiaw Filker)! Sark
Informati T
‘Warning: [T

[” Generate Dif-line File I—I
[ Generate Off-line Print ¢

Ealamelelsl [Zancell Help |

6. After choosing the Contract ID, click OK.

7. Right click in the Estimate Nbr box to search the Estimate Nbr. Select the estimate and

x|

click on OK.
EEstimate Activity Log
Contract ID:PO0015527C30 | Estimate Hbr:;
Select Error Types To Be Included On Report
Select All e
Pick From List lC
Error: [
Informational: [
Warning: u
[~ Generate Dff-line File
114 I | .q C. | Hel
[~ Generate Dff-line Print Zatane elsl ance | A |

8. Click on Select All radio button and select one or more error type(s). (Error, Informational and/or

warning). Click on OK.

EEstimate Activity Log

Contract II]:FIDDD‘1 4646C01

Estimate Hbr:[1001

Select Error Types To Be Included On Report

] i
Pick From List

Error:
Informational:

W arning:

G‘b

[” Generate Dif-line File
[1].4 I Earamelelsl Cancel | Help |

[” Generate Off-line Print
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9. Review the Estimate Activity Log and error messages (sample below).
=18

File Edit Services ‘Window Help

B E SsES 1+

]
Zoom: |1l]l] -l Copies: |1 - |
RPT-ID: RCPACTLG Commonwealth of Yirginia DATE: 10/01/2002
USER: RIKFHOO1 Department of Transportation PAGE: 1of1
ESTIMATE ACTIVITY LOG
Type Date Time Contract ID Estimate Nbr  Process ID Uszer ID
Informational  08/22/2002  12:01:56:406000  BOOO14646C01 0oo INITIATE_EST SYSTEM —
[Gem. Estimate for Contract [d = BOOOT4E45C07  Est. Mbr = 0007 finished at 200205221 201 564050 |
Informational  08/22/2002  12:01:54:312000  BOOO14646C01 ooo INITIATE_EST SYSTEM
[N Cortract Checklist Fiec. exist for Cont |d = BOOO1 4646C01 |
Informational  08/22/2002  12:01:54:296000  BOOO14646C01 0oo INITIATE_EST SYSTEM
Mo Milestone Recs. selected for Cont |d = BOO0T4646C01 ]

10. Click on File | Save to save the report. This action will save the report as a .PSR report.
Note: Only SiteManager users can access .PSR reports.
If you want to print the report, then click on File | Print to print the report, or just click on the
printer icon to print the report.

P aasHTO SiteManager

File Edit Services Window Help

Open Chrl+0
Close Ctrl+F4

—

Print Setup  Ctri+U
Print: Ctrl+P

Main Panel  Ctrl+M

Exit Ale+F4

Contract ID: BOODOSSE1COT

_[&x]
EHE + +
X
pies: |1
ﬂ
J Commonwealth of Virginia Date: {g701/2002
Department of Trangportation Page 1 of 7
Estimate Summary By Project
Estimate Humber: 0008 Pay Penod: 02/13/2002
to 021872002
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11. Click on Services | Export to export the report and save it as an Excel file.

P AASHTO SiteManager
File Edit | Services Window Help

l| ﬁ Process Status L |

it Chrl+-Shift+

Zoom: I“UU -l Copies: |1 - |

Rpt-ID: RCPESPRJ Commonwealth of Yirginia Date: 1p/01/2002

Uszer: RIKFHOD1 Department of Transportation Page1 of 7
E stimate Summary By Project
Contract ID: BOOOORSETCO1 E stimate Mumber: 0003 Pay Period: 02/13/2002
to 02M8/2002

Contract Location: Time Allowed: A1 Days

12. To export the file into an Excel format, first choose a location to save in; then type a file name; then
export the file to Excel by choosing the file type “.XLS”. Click on Save to save the file. Exit.

Save in: Ia My Documents j - =5 Ef-
AMT Safety Imt
Computer EMails ca Py Documenksold
Documents From search IEMy Pictures
Environmental Approved Lisk ca My i'ebs
Fawarites @Sum by Project Exported Repart
FORMS 9-02

File name: Estéct Log 3-25-02 / Save I

Cancel |

13. A message appears to notify you that the file is being exported. Click OK.
x

@ To Excel file Est Act Log 9-26-02,5L5,

Save as type:
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A.12. DWR Changes

A.12.a. Before Estimate Generation

Note: If the Estimate was not generated, but a DWR was authorized by a Diary and the user needs to
revise the DWR, the DWR on the Diary must first be unauthorized.

1. Go back to Main Panel. Double-click on Daily Work Reports.

Main Panel T Doaily ‘whortk Reports(+] ]
g & #“ @ m X
Caontract 3 Pipeline and Contractor Changs Civil Rights[+) Materials

Adrministration(+] Zip[+] Paprentsl+]  Oiders[+] Maragement(+]

2. Double-click on Diary.

Main Panel T Daily Work Reports(+) ]
TTER 7z
Ecg 4 5

BN Z = (o
Draily Wwork. History Diary Item - D'WH  Conbract lkem - D%WH Template

Reports Adustments Template DWR Template Uzage Report
Process List Reference

Tables[DWwH+)

3. Click on Open folder icon.

P AASHTO SiteManagr .

File Edit Services ndove YHelp

omee dapu

" Authorize Charge

4. If your contract is not already open, Select a Contract ID from the Selection window.

x
“Selecti
@ Contract 1D |
Date I
Find :
 Contract ID
Contract ID Yendor ID Fed State Proj Nbr Status County  Lvl2 Ly+
AMI00PMA3IS13 BO42 NONE/PHM-9E-00 ACTY C076 0s 48
AMI02PMI 39584 4079 NONE/PM-3)-02/ANTER ACTY C00o 0
AMAZANC335340 cog7 MONEA02440001008.5F ACTY Cooo 0a 02
BODDDSSE1COT MO08 MONE/0641-023-282 C5 ACTY coz2g 0 47
1l N188 LG4 0
031 CTY
oK | Cancel
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If your contract is already selected, then select a Date from the Selection window:

E(nntratt D

"G alech

x|

| Boomeszrcan

Contract 1D
Date

Find: |
- Date

—l

09/11/2002  No
09/03/2002  No

Diary Date  Diary Locked Indicator Estimate -

S T R

0015
0014

5. In the Authorize folder tab, uncheck the Authorized check box and click on Save. Close the

window.

3 AASHTO SiteManager
Fle Edit Services ‘indow Help

=GR = =]

" Authorize Charge

Contract ID:  [BO00TEE27C30

Diary Date: [ 09/13/02 | Last Moj ID: [SYSTEM  Creator User ID:[COJHWO01
[ [_ffAuthoiized § Autharized Date [DWR Template
Il r

Janet Weigand 09/26/02

6. Double-click on Daily Work Reports.

ESiteManager Panel

tain Panel T Daily ‘work Reports(+] T Daily Work Reports{+]
;5 TER 7
7 ri
= = o1

Contract ltem - D%WR Template
DwWH Template Usage Report

Diary History Diary

Adjustments

Reference
Tables[DWH+|

Item - Dv/R
Template

Process List

7. Click on Oi en and sai No to the Save Changes message box.
P aaSHTO SiteManager

File Edit Services WID
LI 13 &0 -EE)

EDaily Work Repor... =ogf

DWR Info. Cortractors © Contractor Equip. © Daily Staff ® Save changes?
Contract ID: |BO0016E27C30 Inzpector: IKath_l,l Hinzon @
Cancel
DWR Date: I 10407402 Z — —l

x|

8. Open the DWR that you need to revise and make the required revisions. To revise the comments,
click in the comments section and revise as needed. To revise work items, click the Work Items
folder tab, select the work item and make necessary revisions; i.e., change the quantity by clicking in
the quantity field and entering the correct quantity. Remember to save when finished. The PM

would need to return to the Diary to authorize the corrected DWR.
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A.12.b. After Estimate Generation

This section details what to do if there are changes to the Daily Work Report (DWR) after an estimate was
generated.

Note:
- A message appears if an Inspector attempts to create a second DWR for a contract. A second DWR

cannot be created for a contract.

- The User can open any DWR in the database, but the User cannot modify a report the User did not
create, a report that has been authorized, or a report that has been sent to the Project Manager (A
message would appear that the DWR can be opened as Read Only).

- A DWR cannot be deleted. It can be amended the next day or data can be deleted on the
Contractor or Contractors Equipment Tabs.

Daily Work Reports Panel

To create or modify a Daily Work Report, the Inspector double-clicks the DWR icon on the Daily Work
Reports panel. This opens the DWR Info folder tab. To access the other Daily Work Report folder tabs,
the Inspector must either create or open a DWR. After the Inspector saves each tab in a DWR, the
Inspector can modify it until it is transferred to the Project Manager. A Daily Work Report cannot be
modified if it has been transferred to the Project Manager (checked in and locked on the
workstation), authorized by the Project Manager, or opened by a User who is not the author.

1. Login to SiteManager. In the Available Groups window, select the Group ID Project Manager

and click OK.
Available Groups for trainl
Tmsport
ESItEManElgEI' Grp Id Group Name |A
L| Construction Management Software - -
SCH Staff Construction & Materials
User ID:[RIEFHO01 FE 1 Project Engineer 1
Password: [~ CICE District Constuction Engineer
Ci t to: - - n n
onnestie |5""’|"' Jl DTE District Testing Engineer
Lagon I Change Password Close
ISP |nspectar 1
Copyright ® 1396 by the American Association of State
Highway and Transportation Dfficials, Inc. v
444 North Capitol Street, N.w., Suite 243
“wiashington, D.C. 20001 LS4, [202] 624-5800
[Enter the User Password Select the Group for the session.

2. After selecting the Project Manager group, the SiteManager main panel should appear as indicated
below. Double click on the Contractor Payments icon.

x
Main Panel Contractor Payments(+] ]
Contract Dhaily wiork F‘lpellne and L Change Cival thhls[+] Materials

Administration[+]  Reparts(+] Zip[+] Orders(+] Management(+]
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Double-click on Estimate.

| Main Panel T Contractor Payments{+] T Estimate(+)

Milgztane
T o i
Contract Iilegtone Reports [CP+] Reference Process List
Adjustmentz+]  Adjustrents(+] Tables [CP+]

Double-click on Estimate History.
E stimate([+] T T

= : o -

@ & [
Generate E stimate Estimate Estimate ltem  Estimate ltem  [SiuEiERel ! E stimate
E shimate Summary Dizcrepancy Dretail Paybook. Approval

To select a contract, double-click the Contract ID, or single-click the contract and click OK.

Fcontracts x|
—Gelecti
@ Contract I AMI00PHA33513
Find :
i Contract
Contract ID Vendor ID Fed State Proj Nbr Status Countp Lvl2 Ly~
AMAZ41C39584C Cos7 WOME AN2440001008 5F ACTY 000 04 02
E00005561C01 008 WOME AE41-023-282 CRACTY Co29 04 47
E00013103C028 K258 MOME /0733-053-P31 CEPEND 053 0s 49
M188 STPS155(128)/U000155 ACTY C964 04 48
NHSTFS40
CO0000054C02 sme MH-035-2(419)/0095029 ACTY Cozg 0 47
119 Cancel

You should see the Estimate History listed. Click on an estimate that has not been approved and
then click on the Delete Licon.

Eile Services Window Ip

ET R ¥ 2

elete
Contract ID: [BO000S5E1CO1 Descriptionl: I'I 276 MI. GRADE DRAIN.SUPERPAVE UTILS INC

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

Number End Date User ID Appr. Date User ID Date  Stat

: (00/00/00 _[PEND |

0003 $7.287 60 06/05/02 STCSADM 0540402 STCSAO0 0310402 APRY
0o0a $85,457.000218/02 HRNDCO01 04/03/02 RIKFHOO1 04/09/02  APRY
oon? $4.770.0002/12/02 COJTiw 00 04/03/02 COJT'w001 04/03/02  APRY
0008 $60.310.0002/11/02 COJAG00T 03/26/02 COJaG00 03/26/02  APRY
0005 $92,116.0002/08/02 COJTWw 0 03/26/02 COJTw 001 03/26/02  APRY
0004 $40,848.0002/06/02 COJTWw 0 03/22/02 COJTw 001 03/22/02  APRY
0003 $75,693.0002/05/02 COJTWw 0 03/22/02 COJTw 001 03/22/02  APRY
000z $808.164.06 02/04/02 COJTw00 03719402 COJTw 001 03119/02  APRY
000 $34.916.4501/31/02 COJTWw00 03714402 COJTw 001 03119/02  APRY

Say Yes to the Message Box, “Do you really want to delete estimate?”

AASHTO SiteManager |

@ Do ywou really want to delete estimate 00107
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8. Click on “X” to Exit.
sl

File Services Window Help
LR
‘ ox

-

9. Go back to Main Panel. Double-click on Daily Work Reports.

ESiteManager Panel

M ain Panel T Doaily \work B eports(+) ]
& B 2 @ o R
g B = 5
Contract Fipeline and Contractor Change Civil Rightz[+] I aterialz
Administration(+] Zip[+] Payments(+] Orders(+) Management(+)

10. Double-click on Diary.

tdain Panel T Daily Work Reports[+] ]
5= EE 2l
[Draily ‘wiark Hiztory Dviary Item - D%F  Contract ltem - D'WH Template
Feports Adjustments Template DR Template Usage Feport
Process List Reference
Tables[DWR+]

11. Click on Open folder icon.
P ansHTO siteManager
Eile Edit ZServices mw Help

mmes &)

* Authorize Charge

12.1f your contract is not already open, Select a Contract ID from the Selection window.

ﬂtontract 1D x|
"¢ electi
@ Contract ID I
Date |
Find :
-~ Contract 1D
Contract ID Yendor ID Fed State Proj Nbr Status County Lvl 2 Lvs
AMI00PMA33513 Bo42 NOWE /Ph-5E-00 ACTY CO7E 0& 48
AMA02PHI39584 A079 MNOWE /Ph-8)-02/\NTER ACTY Coon 0,
AMAZ41C29584C Co97 MNONE/02440001008,5F ACTY coon 08 0z
BO000S561CO 1008 MNONE /0641-029-282 CHACTY Co23 08 47
E 00014646001 M135 STPS155(128)/1000755 ACTY C364 0a 48
oK | Cancel |
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If your contract is already selected, then select a Date from the

Selection window:
x|

“celech
Cantract 1D | BO001E627C30
Date |
Find : |
~Date
Diary Date Diary Locked Indicator Estimate -
e T T T R
0941142002 Mo 0ms
09/09/2002 Mo o014

13. In the Authorize folder tab, uncheck the Authorized check box and click on Save

Close the window.
Ml ansHTO SiteManager
File Edit Services ‘Window Help

Bl ? D 9 H @

- Authorize Charge |

Contract ID: [B0001BE27C30

(Inspector

Diary Date: | 09/13/02 = Last Modified User ID: ISYSTEM Creator User ID:|EDJHWI]D1

[ zed | Authorized Date [DWR T
Janet Weigand v 09/26/02 I

14. Double-click on Daily Work Reports.

ESiteManager Panel

Frocess List Reference
T ablez[DtwH+]

15. Click on Open and say No to the Save Changes message box.

P aAsHTO siteManager
File Edit Services

Elp

dain Panel T Doaily ‘wark. Reportz(+] T Daily Work Reports(+]
T E TTE h
EE 555] L‘gl
History Diiary Item - O'WH Contract ltem - DWwWH Template
Adjustrents Termplate

['WH Template Usage Report

el e 6= EE =]

ﬂDaily Work Reporrs M

DWR Info. Contractors © Contractor Equip. © Daily Staff T ok ltems 7 Force Accounts
Contract ID: |BOO0TEEZ27C30 Ingpector: IKathy Hinzon
DwR Date:l 10407/02
r T T

Daily Work Reports x|

@ Save changes?
ﬁ Cancel |
\_
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16. Double-click on Inspector and then DWR Date of the unauthorized DWR from the Selection

window and click OK.

Etontract ID

¢ elacti
Contract 1D I BOOO1BE27C30 . MO31 . MH-STP-5401(371)/RO000292.
@ Inspector I RIKFHOO1, Kathy Hingon, BODOTEE27C30
Diate I
Find : |
User ID Inspector Name Contract ID
COJHWO0T  Janet Weigand BOOD1E627C30
HRAPPOM  Aleasze P. Parker BOO016627C30
HRE&WO0  Betty White BOO016627C30
HRJELOO  Joe Lomax BOO016627C30
HRMDCO0T  Micole Chapman BOO0TB627C30
RIBJJOO1 Barbara Jean Jacobs BOO0TB627C30
—l m thy Hinson
x
Contract [D | BOODTEE27C30 | MO . NH-5TP-5401(371)/R 0000252,
Inspectaor I RIKFHOO, Fathy Hinzon, BOOO16627C30
Date |
Find : |
-~ Date
DWR Date  Locked Auth Ind -

0K Cancel

17. Click on Work Items Folder tab:

Eile Edit Zervices Window Help

=8l

| DRE? D= WE

EDaily Work Reports

DWR Info. Contractors " Contractor Equip. Daily Staff " Force dooounts
Contract ID:  [BO001GE27C30 Inspector: IKalhy Hinzon
DWR Dale:l 0E/05/02

=10l

18. Click on Proiect Number and click on Record Work Item (pencil icon) | -ﬂ
Ml aasHTO siteManager

Eile Edit Services Windgf™Nelp
Boe s

|

4Daily Work Reports

DwH Info.

Conbract ID:

Contractors

EO0016627C30

" Contractor Equip. *

" Work Items

Daily Staff

Inspector: |Kalhy Hinson

Date: [06/08/02

" Force Accounts

Project

Line Item

Category

Instld
: e -
|oootieraBia omo oo M0l COMSTRUCTION SURWEVNG
0001167963 0016 |ooot |p0404 |COMCRETE CLASS A4 |m|
00011673613 [0020 oo [51708 [EPOXY COATED REINF L]
00011679813 [0025 [ooo1 [E1730 [ETRUCT. STEEL L]
00011679812 0030 o001 [52503 PREFORMED ELASTOMERIC L]
00011679613 [0035 oo [E4017 ETRUCTURE |mi
0001167361 3 0040 {001 54038 PIPE UNDERDRAIN B L]
P11 c7an s nnae I lcaran kbreo mes A =

VDOT Trns-port™ SiteManager™
User Manual
Section Five — Monthly Processes - Page 67 of 89



19. Click on the middle window.

Ele Edit Services Window Help

==

DwR Info. Contractors

~ Contractor Equip. Y Daily Staft " Work Items Farce Accounts
Conbract ID:  |BO001GG27C30

Inspector:  |Kathy Hinzon

Date: lm
Project Nbr: [ 00011679813 Line Itm Nbr: | 0005 Item Code:{00100 Category Nbr:| 0007
Desc: MOBILIZATION Unit Price] 1344340000
Oty Installed To Date:]  1.000 Bid Quy: [T000  Units Type] L5
Status: [Final @y Paid To Date: [ 1.000 Current Contract Qiy: 000 Pay To Plan Ol []
[Loc Seq Nbr_[Lacation Installed [ Placed Qty. _Plan Page Number[Templt Used

20. Click on New icon

B AnSHTO SiteManager
File Edt Services ‘Window Help

=18
LY @ FTIErE:=11
M Daily Work Reports -10] x|
Mew -, ., e e —

DR Infa. Onfractore " Contractor Equip. [Draily Staff ‘' Work Itemeg Force Accounts
Contract ID: |BO000OSSE1CO1 Ingpector: |Kathy Hingon  Date: |DSJ21 £02
Project Nbr: | (0005561E18  Line Itm Nhl:l 0005 Item Code:/00100 Category Nbr: | 0001

Dese: MOBILIZATION Unit Price: $46,448. 72000
Qty Installed To Dale:l 1.000

Bid Qty: 1.000 Units Typlﬂ LS
Status: Ective Bty Paid To Date: I 1.000 Current Contract Qty: |1.000 Pay To Plan Qty: []

Loc Seq Mbr |Locatinn Installed

| Placed Qty.

|Plan Page Numher|TempIt Used

21. Enter the Placed Qty. Select a Contractor by clicking on the dropdown arrow.
Enter a Location.

EDain Work Reports
i D'Ww/R Info. ] Contractars

¥ Contractor Equip. Diaily Staff " Wok Items 7 Force Accounts

Contract ID: JAMS00PMAZ9513

Inspector: |Kalhy Hinzon Date: |05f’23.-"D2
Project Mbr: [MS00PMA33512  Line Itm Nbr: [ 0005 Item Code:[16242 Category Nbr:| 0400
Desc: [AGGR.BASEMATL. TY. | Unit Pice]  $10.30000
Oty Installed To Date:lw

Bid Qty: |21 7.000 Units Typel TOM
Status: F\clive Qty Paid To Date: 87.000 Current Contract Qty: |21 7.000 Pay To Plan Qty:[7]

Loc Seq Nbr (Location Installed Placed Qty.  |Plan Page Number|Templt Used
testfor ORG I T
Placed Qty: i Contractor: [JULIUS BRANSCOME, INC. ™ PRIME = =]
Plan Page Nbr: 0 Loc Seq Nbr: h
Location: |test for ORG Measured Indicator: [
Station Oifzet Distance 5tation Difset Distance
Flom:l + UU.DDDI | 0.0 Te: + DD.UUDl |

i}
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22. Click Save E and click Dailz Work Reports panel “X” to Exit
FJAASHTO SiteManager

File Edit Services Window Help

the panel.
===

D2 DSul O|scBiF

ﬂDaily Work Reports
Mew

DWW Info. b Shtractars . Canbactor Equip. Diaily Staff “ ok Items 7 Force Accounts
Contract ID:  [B00005561C01 Inspector:  [FKathy Hinson  Date: [09/21/02

Project Nbr: [ O000SSETE18. Line Itm Nbr: [ 0005  Item Code:[00100

Category Mbr: | [
Desc: MOBILIZATION Unit Price] $46.4458.72000
Gty Installed To Dale:l 1.000 Bid Qty: [1.000 Units Typ4 LS

Status: Ective Oty Paid To Date: I 1.000 Current Contract Qty: [1.000 Pay To Plan Oty:[]

Loc Seq Mbr |analinn Inztalled

| Placed Qty. |P|an Page Numhel|Temle Uszed I

23. Double-click on Diary.

ﬂ SiteM anager Panel

tain Panel T Daily Work Reports[+] ]

v
[RETTRELT Dviary History ltem - D%WH  Contract ltem - D'WH Template
Feports Adjustments

Template DR Template Usage Report

il |

Process List Reference
Tables[DWwWH+]

24. Verify date of diary matches the DWR that was unauthorized.

FJAASHTO SiteManager
File Edit Services Window Help

PR ? Dol @)

" Authorize Charge
Contract ID: [TRAIN_01
Diary Date: | 05/18/97  Last Modified User ID: I Creator User 1D |traind

(Inspector [ Authorized [ Authorized Date ﬁ)WH T late|

Trainer 1 | | oooovoo | r |

Remarks:
Accident ! If there are remarks that pou wish to enter, d
EEO lssues chooze a remark type and begin typing here in the remarks box|
General
=l |
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25. Check the Authorized check box if you are ready to authorize the diary.

File Edt Services Window Help

mPRE2 DSs=E @

Remarks:

" Authorize Charge
Contract ID:  [TRAIN_O1
Diary Date: IW Last Modified User ID: l— Creator User ID:W
Inspector Authorized [ Authorized Date [DWR Template|
Traier 1 | I | oofooo |

EED Issues
=]

If there are remarks that you wish to enter,
choose aremark type and begin typing here in the remarks box|

General

Click on the Save icon

P ansHTO SiteManager

Eile Edit Services Window Help
EMed DEsH

" Authorize Charge

Lt

=

and the Close folder icon to Exit:

26. Go back to Main Panel. Double-click on Contractor Payments icon.

FsiteManager Panel x|
Main Panel T Contractor Payments(+] ]
% B B ¥ @ m X
& B = 5
Contract Draily work, PFipeline and Change Civil Rights(+] Materials
Adminishation(+]  Reports(+] Zip[+] Orders(+] d anagement(+]

i

Accessories(+]  Manuals(+]

27.Double-click on Estimate icon.

| Main Panel T Contractor Payments[+] E stimate(+)
&g Y [E
Contract Iilestone Feparts [CP+) Feference Process List
Adjustments(+]  Adjustments(+) Tables [CP+]

28.Double-click on Generate Estimate icon.

E stimate[+] T T
& B @ £ [ 7/

Estimate Estimate Estimate [tem  Estimate ltem  Estimate Histary E stimate
Summary Dizcrepancy Dretail Paybook Approval
E stimate E stimate
Riejection Tracking
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29. Double-click on the Contract ID.

x
¢ alect
@ Contract I
Find : |
— Contract
Contract ID Yendor 1D Fed State Proj Mbr Status County Lvl2 Ly~|
5000547 82M 028 E00S MH-968-B020)AMSI96E ACTY Ca68 08 0z
Btd202PMI33529 A006 MONE/PHEI02 ACTY cogt 08 50__
ADOO0S023C03 A079 WH-5TP-234-9(003)/623 ACTY CO76 04 48
ADOCT B603CM A571
— ART00 513 BO42
AMIOZPH.) 33584 A07Y
4 3

oK | Cancell

30. Enter the End Date and click on the Generate icon i Note: End dates are generally on the 3",
10", and 19" of the month. This is not a due date, but it is the ending date of the estimate period.
Ensure the Progress radio button is selected. (Note: Ifthis were a Last Progress Estimate (Semi-
Final), then you would still need to click on Progress.)

3 AASHTO SiteManager

Ele Services Window Help
EE DSBS

E Generate Estimate

Contract ID |BO00ES113C07 Last Estimate Number: 0005

Generate Estimate Number: 0008
Date Type

Begin: [01/11/05

t— | End: 21005

February 2005
SMTWTEF S
12 3 4 8§

+ Progress (Monthly/Semi-Final/Final/Supplemental Final)

(" Close-out Final [For Central Dffice Use Only)

-

6 7 8 afimn iz
13 14 15 16 17 18 19
M0 1233435 2
7 1

x|

[” Delay Generation

Click OK to the three system messages that appear and then Exit.
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31. On the Main panel, double-click on Contractor Payments.

FsiteManager Panel x|
Main Panel T Contractor Payments(+) ]
z, o n
N S & m X

Contract Draily \work Pipeline and
Administration[+]  Feports[+] Zipl+]

ea 0

Accessones(+) M anualz(+)

Change Civil Rights(+] M aterials
Orders(+] Management(+]

32. Double-click on Reports.

M siteManager Panel

| Main Panel T Contractor Payments{+] I Fieparts [CP+]
E stirnate(+] Contract Milestone ] Reference Process List
Adjustments(+]  Adjustments[+] Tables [CP+)

33.Double-click on Summary by Project.

ESiteManager Panel

| Main Panel T Contractor Payments[+] T Reports [CP+]

i
REPORTS

Summary By Estimate Activity Installed ‘Work ‘Work Suspend?  View Saved
Funding Log Fesume Times  Reports [PSR]

34.Summary by Project report example.

il x|
File Edit Services \Window Help
Bl 2SHE + 4|
x
Zoom: |1l]l] -l Copies: |1 - |
Rpt-ID: RCPESPRJ Commonwealth of Virginia Date: g1/07/2003
User: RIKFHOD1 Dep tof T p ( Page 10f 4
Estimate Summary By Project
Contract ID: AM300PMA39513 E stimate Number: 0003 Pay Period: 02/04/2002
to 04/03/2002
Contract Location: Time Allowed: 121 Days
WARIOUS ROUTE'S Time Charged: () Days
Elapsed Calender Days: 64 Days
District: 04 Residency: 48 Percent Time: 5283
Contractor:
JULIUS BRAMSCOME, INC. Date Let: 01/25/2000
4975 PRINCE WILLIAM PARKWEY Date Awarded: 0272000
Date Contract Executed: 03/17/2000
Date Notice to Proceed: 0143042002
WOODERIDGE WA 22192-5415 Date Work Began: 01430/2002
Phone: 7q3.590.3600 Date Time Stopped: 00/00/0000
Date Accepted: 00,/00,/0000
Escrow Agent: Adjusted Completion Date: 05/30/2002
Surety Co: AMERICAN CASUALTY CO. OF READING, -
1| | L 7
|F|eady [Server |test30 |Prd |RIKFHOOT
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35.To print the report, go to “File” and “Print”, or click the Printer Icon to print the report.

M aASHTO siteManager

File Edit Services ‘Window ﬂeIpA
TR E? sslE v
Zo0m: |1l]l] -l Copies: |1 - |

36. Reprint Summary to Contractor Report.
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B. User Defined Adjustments Prior to PM Estimate Approval

Currently, user defined adjustments appear under other adjustments combined. A voucher

remark on the estimate summary screen will allow a comment to be added on the front of the
estimate. Note: Remarks can only be entered before the estimate is fully

approved.

From the Main Panel, double-click Contractor Payments.

ESiteManager Panel

x|

Main Panel

& B

D aily \wfark.
Reportz(+]

Contract
Adrministration(+)

Plpellne and

Contractar Payments(+]

]

Zipl+]

Double-click Estimate.

Change Ciwil %hts[ﬂ

Orderz(+)

M aterials
tanagement(+)

ESiteManager Panel

| Main Panel

Contractor Payments[+]

]

E stirnatef+]

Adjustments{+]

Double-click

ESiteManager Panel

Hilgztanc

Milzstone
Adjustments{+]

Contract

Estimate Summary.

?IW

Reportz [CP+)

Frocess List

Reference
Tables [CP+]

| tain Panel

Contractor Payments(+]

T Estimate[+]

Generate
Estimate

“Sel

Estimate |tem
Detail

Estimate
Dizcrepancy

Estimate [tern  Estimate History

L9 ¢

Estimate

Papboaok. Approval

Double click the estimate you wish to select, or single-click and click OK.

x|

Contract

| TRAN_O1

Estimate: I

0001, 61983.12

Z

Find: |

|- Estimate

Estimate Net Pay Period PM PM Last Appr. Last Appr. Est
Humber End Date User ID Appr. Date User ID Date  5tat
$61,353.1305716/57 I T
DK Cancel
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5. The Estimate Summary screen opens. Click the Remarks iconn.

FJAASHTO SiteManager

EEstimate Summary

[TRaRCoT

E Estimate Summary

fRaRCOT

Enter remarks here. Mote: REMARKS CAN OMLY
BE ENTERED BEFORE THE ESTIMATE IS FULLY
APPROVED.

Dther: ¥

After entering remarks, click the Remarks icon again to close remarks. Click on Save and exit.
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C. Estimate Approval as Project Manager (PM)

Note: See Section 5B, User Defined Adjustments, for instructions on how to enter remarks in the
Estimate Summary. Remarks can only be entered before Estimate is fully approved. The Estimate
Approval panel allows the authorized reviewers to approve all Estimate types — Progress, Final, or
Supplemental. The approval process is conducted by a chain of approvals established during Contract

setup. Each approval level corresponds to a user group within SiteManager.

The Estimate is approved starting with the first level, the Project Manager (PM), and completed with the
last reviewer who indicates that the Estimate is ready for payment.

1. Log in to SiteManager. At the Available Groups window, select Group ID “PROJECT

MANAGER” and click OK.

SiteManager Logon

Available Groups for RIKFHOD1

el Grp Id | Group Hame

SItEManagerm ;BNI\-:EB |SiteManager Inguiny Group

L‘ Construction Management Software Inspector
%}

-

- SMADMIMN  |Sitet anager Administrator
T T T ject Man
Praj Eng Project Engineer
P d:l = = e
assword: | Rez Engr  |Residency Construction Engineer
Connect to: Isgwg, vl
m Change Passvmldl Close | Select the Group for the session. (1] 4 I

2. At the main panel, double-click on Contractor Payments.

ESiteManager Panel

Main Panel Cantractar Payments(+]
Contract Dvaily ok, Plpellne and Charu
Administration[+]  Fleports(+) Zipl+] Orders
|
o IS
Arceszones]+] td anuals(+]
3. Double-click on the Estimate icon.
ESiteManager Panel
| Main Panel T Contractor Payments(+] T E stimate(+]
Estimate(+] Contract Milestone Reports [CP+) Reference Process List
Adjustmentz(+]  Adjustments[+] Tables [CP+]
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4. Double-click on Estimate Approval icon.

ﬂ SiteManager Panel

5. Double-click on the Contract ID.

ﬂSelect Contract/Estimate

I —

MH-5TP-5401[371 |/RO0ACT W
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6. You should be at the Estimate Approve window. Check the box to the right of Project Manager.
Note: Once an Estimate is approved by the PM, no additional remarks can be entered.\

9 Estimate Approve

Contract ID:  |500076578M01 E stimate Nbr: ooy

Generated By: |EUF|MFIE On: |DS.=’D?.-’D4 |'I 5:30:14:01500 Twpe: |F'F|UG

Project Manager [w* |p9/07s04  [EET28 [CORMRL

m|ecl Engineer I |00/00/00  [0C:00:00 [

Resident Engineer

District Contract Admin

Note: If there are unresolved discrepancies on the estimate, a box will appear advising that you
have to select Yes to Continue or select No. Click on Save and exit. After checking the box to
the right of Project Manager to approve the estimate and saving, the approval date and

time will automatically populate.

An email is sent to the Project Engineer. Click on OK and exit. Click the “X” to close.

7. Send Outlook email to Resident Engineer letting them know that the estimate is ready for their
approval.
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D. Estimate Approval as Project Engineer (PE)

Note: See Section 5B, User Defined Adjustments, for instructions on

how to enter remarks in the

Estimate Summary. Remarks can only be entered before Estimate is fully approved.

1.
ENGINEER” and click OK.

SiteManager Logon

Available Groups for RIKFHOD1

Log in to SiteManager. At the Available Groups window, select Group ID “PROJECT

Trnsport Grpld | Group Name -
T & SMING |5iteManager Inquiry Group
5(;(!1!,:“% ME,QMQ gEr INSP Inzpector
ShaDMIN - |Sitebd anager Administrator
User ID:[RIFHOTT Fid Fioject Manager

E ngineer

Password: ||

lHes Engr |Hesidency Congtruction Engineer

Connect to: Isewg, vl
Logon I LChange Passwuldl Close |

Select the Group For the session.

2. At the main panel, double-click on Contractor Payments.
ESiteManager Panel

Main Panel Contractor Payments[+]
Contract Draily ik, F'lpellne and Charn
Administration(+]  Repaorts[+] Zip[+] Orders
|
o !
Accessolies(+) b anualz]+]

3. Double-click on the Estimate icon.

ESiteManager Panel

| Main Panel Contractor Payments[+] T Estimate(+]
Contract Mileztone Reportsz [CP+) Reference Process List
Adjuztmentz[+]  Adjustments[+] Tahles [CP+]
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4. Double-click on Estimate Approval icon.

ESiteManager Panel

5. Double-click on the Contract ID.

ﬂ Select Contract/Estimate

=
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6. You should be at the Estimate Approve window. Check the box to the right of Project Engineer.

File Services ‘Window Help

ERET DE= a6

™ Estimate Approve

Contract 1D:  |500016578M01 Estimate Mbr: o007

Generated By: |EEIF!MFIE On: |DS.I’EI?£04 |15:30:14:D150IJ Type: |PHDG

Project Manager |na/07/04 153728 [CORMRLC

lo|ecl Engmee[ I |UU.-"UU.-"UU |UU:UU: an |

Reszident Engineer

District Contract Admin |

Note: If there are unresolved discrepancies on the estimate, a box will appear that you have to select
Yes to Continue or select No. Click on Save and close the window. After checking the box to the
right of Project Engineer to approve the estimate and saving, the approval date and time will
automatically populate.

7. An email is sent to the Responsible Engineer within the internal SM email. Click on OK and exit.
Click the “X” to close.

8. Send Outlook email to Responsible Engineer letting them know that the estimate is ready for their
approval.

VDOT Trns-port™ SiteManager™
User Manual
Section Five — Monthly Processes - Page 81 of 89



E. Estimate Approval as Responsible Engineer (RE)

Note: See Section 5B, User Defined Adjustments, for instructions on how to enter remarks in the
Estimate Summary. Remarks can only be entered before Estimate is fully approved.

1. Log in to SiteManager. At the Available Groups window, select Group ID “RESIDENT

ENGINEER” and chck OK.

SiteManager Logon

Available Groups for RIKFHOD1

Gip Id Group Hame |A
E‘ﬂ DCAER District Contract Administrator Browse

ltEMEInEIgEr DCAEDIT |D istrict Contractor Administrator E dit
Construction Managemens Software
E IT II-NFDFEMATIDN TECHMOLOGY ASST.
UATTEST [UAT TESTING

User ID:|RIKFHOD1 5

Password: l\— FE

Connect to: m

LLogon: I Ehange Fasswmdl Close |

R ezident Engineer

Fraject Engineer -

DK I

Select the Group for the session.

2. At the main panel, double-click on Contractor Payments.

ESiteManager Panel

Main Panel Contractar Payments(+]
Cantract Daily " ark F'||:|el|ne anhd Charu
Administration[+]  Reports(+) Zipl+) Orders

o= I

Accessones(+)

Manals(+)

3. Double-click on the Estimate icon.

ESiteManager Panel

| Main Panel Contractor Payments[+) r

E stimate(+]

?IW

Contract Milestone Reportsz [CP+]
Adjustmentz(+]  Adjustrments(+]

Reference Process List

Tables [CP+]

4. Double-click on Estimate Approval icon.

Main Panel Contractaor Papmerts(+] T Estimate[+)
= & I L [ ¢/
Generate E stimate Eshimate Estimate ltern  Estimate ltem  Estimate Histamy 3
Eztimate Summary Dizcrepancy Detail Papbook
i
Estimate Estimate:

Rejection Tracking
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5. Double-click on the Contract ID.

FSelect Contract x|
“Gelect
’?Eonlract o} I
Find: |
- Contract 1D
Contract ID Vendor ID Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl 4 Loca
4M700PMC39653 ACTY COEe 07 45

ACTY
STP-052-8(015)/0721-0EACTY
NOME/ER-8D-02 PEND
NOME/MCREB0Z FEND

C08s
Cog2
C3I68

EMBDZMCR 39648 coz1

0K Cancel

I R N

RESIDENCY WIDE_f

KM

08 56 FR:RT
03 54 FROM:0.3 KM E.R
08 0z DISTRICT WIDE

08 56 CLARKE COUNTY

6. You should be at the Estimate Approve window. Check the box to the right of Responsible
Engineer. SiteManager lists the date, time, and user ID of the estimate approval. Click the Save

= icon.

P AnSHTO SiteManager

File Services ‘Window Help

=N T

EEstimate Approve

Contract ID: (500016012001 Estimate Nbr:

|0003

Generated By: IED.JHWD On: IDda"DBx’Dd |1 3411561900  Type: IF‘F!DG

A I|levels

PR

Rezident Engineer

District Contract Admin I

Project Manager I v |DBJD1 A04 |1 33916 |F|IKFHUD
Project Engineer | v [os/m1/04  [14:01:49 |RIKFHOD

06/01./04

Note: If there are unresolved discrepancies on the estimate, a box will appear that you have to select
Yes to Continue or select No. Click on Save and close the window. After checking the box to the right
of Responsibile Engineer to approve the estimate and saving, the approval date and time will

automatically populate.

7.
and exit. Click the “X” to close.

for their approval.

An email is sent to the District Contract Administrator within the internal SM email. Click on OK

Send Outlook email to District Contract Administrator letting them know that the estimate is ready
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F. Estimate Approval as District Contract Administrator (DCA)

Note: See Section 5B, User Defined Adjustments, for instructions on how to enter remarks in the
Estimate Summary. Remarks can only be entered before Estimate is fully approved.

1. Log in to SiteManager. At the Available Groups window, select Group ID “DCA” and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

Group Hame

Sitet anager Adminiztrator

Praoject banager

Froject Engineer

Rezidency Conztruction Engineer

Grp Id
Insport : SMADMIN
(SltEManager i
Construction Management Software 5
Proj Eng
Res Engr
User ID:IHIKFHDM Diat Eng

Password: ||
Connect to: Isgwg, vl
Logon I Change Password | Cloze |

Diztrict Conztruction Engineer

Dizgtrict Contract Adminiztrator

Select the Group for the session.

2. At the main panel, double-click on Contractor Payments.

ESiteManager Panel

3. Double-click on the Estimate icon.

Main Panel Contractor Payments(+)
Cantract Daily ‘whark, Fipeline and
Administration[+]  Reportz(+] Zipl+]
|
B o
Arncessories(+) t anualz(+]

ESiteManager Panel
| M ain Panel Contractor Payments[+] I Estirnate(+]
Contract Milestane Reports [CP+] Reference Process List
Adjustments[+]  Adjustments[+] Tables [CP+]

4. Double-click on Estimate Approval icon.

ESiteManager Panel

| tain Fanel Contractor Payments(+] T
Generate Estimate Estimate Estimate ltem  Estimate ltem  Estimate Histary
E stimate Summary Dizcrepancy Dretail Faybook
e =3

E stimate[+]

L O ¢

Section Five —
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5. Double-click on the Contract ID.

ESelect Contrackt/Estimate x|
— Selection
@Eonlract I
Find : |
— Contract
Contract 1D Vendor 1D Fed State Proj Hbr Status County Lvl 2 Lwl
BOODOS5E1C01 w008 NOME /06471 -023-282.C5 ACTV Co23 e, 47
— MO [NH-STPS401(371)/RODACTY C023
ROO0010366MO2 BO24 NOME /064E055F 35 ACTY COs5 04 24

6. You should be at the Estimate Approve window. There would be a checkbox to the right of District

Contract Admin. Click in the appropriate checkbox to approve the estimate.

File Services ‘Window Help
mEE2 DS e gL

Contract ID: |BO001EE27C30 E stimate Nbr: IDDW

Generated By: IHIKFHDD On: IDMZSJDB IDS:55:45:D?SDD Type: IPHDG

Approval leyels

Project Manager | v |04/28/03  [03:54:58 |RIKFHOD
Res/Project Engineer | gl IU4.-"28.-"U3 |08:54:U? IFHKFH oo

District Contract Admin 04/28/03 ||09.00:30

Note: If there are unresolved discrepancies on the estimate, a box will appear that you have

to select Yes to Continue or select No. Click on Save and exit.

After checking the box to the right of District Contract Admin. to approve the estimate and

saving, the approval date and time will automatically populate.

7. A message box says: Profile CCPESTAP for process CCPESTAP has completed. Click on OK.

Click on “X” to exit.

IMPORTANT NOTE:

If this is a 0.00 estimate, which means that the total payment to the contractor is 0.00 and
there are no charge lines at all, then this estimate will not automatically load into FMSII.
Send an email to Fiscal Division to Accounts Payable and ask them to manually load this
estimate into FMSII. If this is a negative estimate, a decision needs to be made whether
the contractor will be billed for this or not. Send an email to Fiscal Division to Accounts
Payable and ask them bill the contractor. If not billed and paid, this needs to be

compensated for on the SF or F with a “prior balance due” adjustment.
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G. Scheduling & Contract Division (CDCQO) Monthly Maintenance/Update

Index History

Note: Price Index refers to automated fuel adjustment.

1. Log in to SiteManager. At the Available Groups window, select Group ID “CDCO” (Scheduling
and Contract Division Contract Admin) and click OK.

SiteManager Logon

Grp Id Group Hame -
lrns-poci . P Project Manager
SltEMElnagEr Froj Eng Froject Engineer

Construction Management Software = = =
Fez Engr  |Residency Construction Enaineer
—— Diist Eng Diistrict Construction Engineer
User ID:] — —
= DCa, Diztrict Contract Adrministrator

Available Groups for RIKFHOO 1

Password: || COCO
Connect to: Isgwg, vl
Logon I Change Password | Close |

Select the Group for the sezsion.

Conztuction Di n Contract Admin

2. From the main panel, double-click Contractor Payments.

ESiteManager Panel

Main Panel T Contractor Payments(+] ]
Contract Draily whark Fipeline and 0 Change Civil Rights[+]  Acceszories(+)
Adminiztration(+]  Reports(+] Zip+] Orderz(+]
[
)
System td anuals(+]

Administration[+]

3. Double-click Reference Tables.

Contractor Payments(+]) T

=]]

E stimate[+] Contract HMilestone Reports [CP+)
Adjustrents(+]  Adjustments(+]

4. Double-click Price Adjustment Maintenance.

ESiteManager Panel

| b air Panel T Reference Tables [CP+] I
i | g Confract Contractar
Digcrepancy Payment

Optionz Approval Levels
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5. Double-click the Open folder icon

L=

T

and the Price Index Selection window opens.

v
FUEL 0.20 GAL/TON
FUEL 0.29 GALACY
FUEL 1.44 L/CU M
FUEL 0.20 GAL/TOM
FUEL 0.29 GAL/CY
FUEL 1.44 L/CU M

1].4 | Cancell

X
—Selection
Price Indes | Use the scroll

bar to scroll
through the Price

Find: | 1ndex ‘

~ Price Index information.

Price Index Descnption - Double_click the

Price Index
needed. In the
example, the
user selected the
F006 Price
Index.

6. The Price Index Maintenance window opens.

M AASHTO SiteManager

File Edit Services ‘Window Help

IR =)

" Description ~ Histary

EPrice Index Maintenance

Adjustrment

Price Index
Description:

Unit:

Default Threshold Pet:

7. Click the History folder tab. The Price Index information for the selected Price Index is displayed.

File Edit ‘window Help

E®ES Do gl

EPrice Index Maintenance
Diezcription @ Adjugtment
Price Index D ate - Price Index: IFDDE
FOOE 02/01/03 .
FO0& 12401702 Value This Date: | 0.93000
FOOB 11/01/0
FOOE 10/01/02
FNnR na./n1:na
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8. To add a new History, stay on the History folder tab and click on the New icon |E
Example of New History window.
Note that SiteManager inserted a blank row and opened fields for the user to enter the new Price
Index History information. Enter the new Date and Value This Date.

¥ 4A5HTO SiteManager
File Edit “Window Help

Il EE DeS g

EPrice Index Maintenance
N Adustment
Price Index Date ;I Price Index: W
FOO& 07/01/98 Date:
FOO& 06401438 i
FO0G 05/01/98 Value This Date: | 0.00000
FOOG 04/01,/98
FOO& 03/01,/98
FOO& 02401438
FOO& 0101438
FOOG 12401797
FOOG 1101497
FOO& 10401497
FOO& 039/01/97
FOO& 08401497
FOOG 0701797
FOOE 0E/01./97
FOOG 05/01/97
Mm =

P aasHTO SiteManager

File Edit ‘Window Help

| mEE? Do a@

_Tw

“ Descipion  History  Adustment
Price Index Date ;. Price Index: W
FOOE 07./01/98
FOE 06/01/98 Date: | 04/08/03
FOOE 05/01/98 Value This Date: | 0.89000
FOOE 04./01/98
FOOE 03401/98
FOOE 02401/98
FOOE 01.401/98
FOOE 1240197
FOOE 11401497
FOOE 10/01/97
FOOE 09/01/97
FOOE 08/01/97
FOOE 07/01/97
FOOE 06/01/97
FOOE 05/01/97
04,
v

9. Repeat Steps 5 through 8 for each Index.

In this example the user entered a new Price
Index History on 4/08/03 with a value of
0.89.
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H. Stockpiled Materials (Material On Hand)
Please refer to Section 10, Other Processes, for assistance with Stockpiled Materials.

1. Stockpiled Materials

2. Pay on Stockpiled Item Installed to Reduce Stockpiled Materials
3. Replenish Stockpiled Material

4. Closeout Stockpiled Material

I. Check Progress (PM and DCA)
Please refer to Section 10, Other Processes, to check
progress.

1. Review Contract Progress
2. Contractor Current Status
3. Contractor Behind Schedule
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SITEMANAGER™ SECTION SIX
Last Progress Estimate

Section Six — Last Progress Estimate Pages

A. District Contract Administrator

1. DCA Final Processing (Add Date Accepted) .......cccoevveneeneriicnecnenicnneenne. 2-5
2. Contract Generic Fields SCreen ..........cooceiiiiiiiiiiiiiiiiiiiceececeeeeeen 5
3. Estimate Approval as DCA.......ccccoiiiiriiiiiiiicneceeeeee e 6-8
B. Project Manager

1. Ensure Completion of DWR/Diary FUNCtions............ccceeeeeeiieniveeieenieenieenenns 9
2. Close Out Stockpiled Materials .........ccceeveereineriineinenieneeceeceecc 10-12
3. Generate Last Progress EStimate ...........coocveeviiiiiiiiieniieecce e 13-17
4. Check Estimate Summary and Estimate Item Detail..............cccccoceennene. 18-23
5. Viewing the Estimate DiSCIepancies ........c.cccverveeiieerieeieenieeiienieeveeseve e 24
6. Print Summary t0 CONtractor .........cocerieriiiiinienieienterieee e 25
7. Print SUMMAry by Project........ccooiieiieiiiiiieiieeieeceeeeeee e 26
8. Print Estimate ACtiVIty LOZ ....cuooiiiiiiiiieiiee e 27
9. Add Adjustment for Generating an Estimate.............cccceeeveevvercieenienieeneenen. 28
10. Print Summary to CONIACIOT .......coeeruiriiriieieeierieeie et 29

11. Reasons for Differences On Item Quantity (Overruns-Underruns)
a. Enter Reasons for Differences Documentation.............cccceevueeeeennnee. 30-33
b. Print Reasons for Differences Report .........ccccoecvvveviiiiniiiiniieiieenne, 34-38

12. Last Progress Estimate — Final Summation Report
a. Item Quantity RepOTt ......ccceevviiiiiiiiieeiieeee e 39-45
b. Final Summary Report........c.ccoceviiiriiniininiiniieeicneeecseeee 46-49
C. Estimate Approval

1. Project MaAna@eT .......cccuieiiiiiiieiieciie ettt ettt et 50-52
2. Project ENGINEET........cccuiiiiieiieciieiiecee ettt 53-55
3. Responsible ENGINEET.........cccuieiiiiiiiiieieciee e 56-58
4. District Contract AdMInIStrator ........c.eeeerueerierierieieeieseeie e 59-60
5. Contract Authority as CDCO/DCA .......ccccooiirieiiniineiieneeneeeeeeseeee s 61-66
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A. District Contract Administrator

A.1. DCA Final Processing (Add Date Accepted)

Note: This date must be added before the Last Progress Estimate is generated.

1.

SiteManager Logon

Available Groups for RIKFHDD1

Log in to SiteManager. At the Available Groups window, select Group ID “DCA” and click OK.

T port Gip Id Group Hame =
SitEMana er - SHADMIN  |Sitebd anager Adrministrator
Construction Management Software g P Project Manager
Froj Eng Froject Engineer
User 1D: [RIKFHODT m Hﬁs Engr Fifamf:lency Eu:unst.ruchu:un an|neer
Dizt Eng Dizgtiict Construction Engineer
Password: ||

Connect to: I Server = l

LLogon I Ehange Password | |

Cloze

Select the Group for the zession.

Diztrict Contract Adrinistrator

2. At the main panel, double-click on Contract Administration.

F3siteManager Panel x|
Main Panel T Contract Adrinistration]+] ]
H 85 & i FE
g = ifh
Daily ok, Fipeline and Contractor Change Civil Rightz[+]  Accessones[+]
Reportz[+] Zipl+] Paprments]+] Orders(+]

3. Double-click on the Contract Records.

ESiteManager Panel

| 1

Contract Administration(+] Contract Records(+)

| Main Panel

Fieference Cantractor Feports [CA+]  Process List
Tablez[Ch+] M anagement(+]
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4. Double-click on Contracts.
Contract Records(+]

I I
¥ & @ 9 H e

m Milestones Projects Categonies Iterns Contract Contract

Funding Autharity
i =\ i &
: 3~ I

Key Dates Checklist Checklist Event Permitz Corespondence Flar Stackpiled
Scheduled Dates Log Discrepancies Matenialz
Events
Faorce Accounts Diesign Dizputes/Claimz D55 Contracts

Ewaluation

- |

5. Click on the |
already have the contract open.

P AASHTO SiteManager

File Edit Services Window Help

=0 RSN = MRS it

Highlight the desired contract and click “OK”, or double-click on the desired contract.

x
—Selection
Cantract ID | 500035043E03

Find : |
— Contract ID

Contract ID Yendor 1D Fed State Proj Mbr Status County Lyl 2 Ly~
Ab902Pr) 39584 A079 NOME/FM-3)-02/ANTER ACTY caoo 0,
AMAZA1C3I584C Coa7 MNOMEAD2440001002,5F ACTY Coao 0,
BOO00SSE1CO1 1008 MNOME/0B41-029-282 CEACTY co29 0,

EO001 3103C02E K258 MNOME/0733-053-P31.CEPEMD Cos3 0,
BOO07 4646C01 CaBa, 1Y

STP5155(128)/U 0007155 ACTY

B 0007 NH-STP-540 /RODLALCT" Coz23

0

Open Folder icon. This procedure is used to select the Contract, unless you
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There are eight “tabs” (looks like folder tabs).

FIaasHTO SiteManager

File Edt Services ‘Window Help

Click on the Critical Dates tab:

=181

[PREZ CES M| e 0w

Critical
Dates

Location | Payment ta

Description

Fiime
Contractor

Fhmaiy
Effzonnel

- DBE Commit

=101 %]

“Training Plan

Contract ID: [BOO0TEGZ7C30

Critical Date Description Actual Date Required to Activate Required to Finalize
09/28/99
10/20/99
00/00/00
12/27/93
/30402
09/28/39
11/19/02
/30402

Letting Date

Auwvard Date

Signed Date

Execution D ate

Matice to Proceed Date
Price Adjustments Base Date
Checked Out ta Field Date
‘wiork Begin Date

=2 == %=
== === =

Critical Date Description: ILettmg Date
Actual Dccurrence Date: IDSJ2S.J‘BB 'R ired

Distribution List: |

Acti R

ired to Finalize

Recipient 1D: I

Message Text: |

|Ready [Server

test3d [DCA

|RIKFHOO

7. Scroll down through the Critical Date Descriptions using the scroll bar
and click on Accepted Date. The details for the Accepted Date will show up in the bottom panel.

eI
File Edit Zervices ‘window Help
SRR e
Bl
" Description ~ Location - PaymentData . Critical ~  Primaw © Prime - DBE Commit | Training Plan
Dates Perzonnel Contractor
Contract ID: [BO00TE627C30
Critical Date Description Actual Date Required to Activate Required to Finalize ﬂ
Open to Traffic Date 000000 M M Use th|3
Substantial Work Complete D ate 000000 M M r ” b r
FPhyzical “Work Complete Date 0912492 M N SC 0 a
Original Campletion Date 03/ 02 to find
Adjusted Completion D ate 05/31/02 the
Dt Accepted
Contractor Final Release D ate 00400400 M M Date
Contract Archived Date 00400400 M M = '
Critical Date Description: IAc:c:epted Date
Actual Occurence Date: IDS.-"‘I 2402 [T Required to Activate ¥ Required to Finalize
Diztribution Lisl:l Recipient ID:I
Meszage Texl:ﬂ
|Ready [Server ltest30 |DCA JRIKFHOOT

VDOT Trns-port™ SiteManager™
User Manual
Section Six — Last Progress Estimate - Page 4 of 66



8. In the bottom panel, enter the date the contract was accepted in the “Actual Occurrence Date” field.

Then click on Save E and the date should show up in the top panel in the Accepted Date. Click

on the Contracts “X” to Exit.

RES
File Edit Services Window Help
EC LRI e 1 .
Click on Contracts
R
" Desciipion | Location - Payment Dala . Critical Piimay Frime “"DBE Commit " Training Plan ‘X’ tO EXlt
Dates Personnel Contractor
Contract 1D IBUDU15527E3U
Critical Date Description Actual Date R Lo A R ired to Finalize ;I
Open to Traffic Date 00,0000 M N
Substantial Work, Complete Date 00/00/00 N N
Physical Work Complete D ate 03412492 M Y
QOriginal Completion D ate 03/3./02
Adjusted Completion Date
Cantractor Final Release Date
Contract Archived Date 00/00/00 N N ]
Critical Date Description: Fc:eptad Date
Actual Dccurrence Date: IDSH 2002 [ 'R d to Actival: ¥ Required to Finalize
Distiibution Li:l:l Recipient ID:
Messzage Texl:!
|Ready [Server test30 [DCA |RIKFHOOM

9. Notify the Project Manager either by phone or email that the Acceptance Date has been entered.

A.2. Contract Generic Fields Screen
To open the Contract Generic Fields screen, from the Main Panel go to Contract Administration |

FIELFS
Contract Records | Contracts and open the contract. Click the Generic Fields icon ﬁ The Contract
Generic Fields window opens. Click the drop-down arrow to select the Estimate Semi-Final Status.
Click Generic Fields icon to close generic fields. If there was a prior negative estimate that was not
collected from the contractor, a prior balance due must be entered. Enter the negative number that
corresponds to the negative estimate or the sum of all the uncollected negative estimates.

Contract Genenc Fields

Conbract 1D: 200002530002
Schedule Last Updated: | 00/00/00
Retainage Number: 54701

Renewable Contract Y/N: [N

Payee Id: | Contractor -
Current Prior Balance Due: 0.00
Stim Fund:

Bond Type: [EOTH PAYMENT 4ND PERFORMANCE v | Conwersion Flag: [

Time Performance Contract Y/N: 7

Convergion Date: |  00/00/00

Call Order Number: [B40
Financial Prefiz And Suffiz: |E/00

Estimate Status: |Semi-Final Estimate

=

Federal Prj Mbr: NONE

Comment Site: |

Field Office Ph. #: [000-000-0000
Field Office Fax #: |000-000-0000

Consultant Firm Mame: |
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A.3. Estimate Approval as DCA
Note: This task is done after the PM Monthly Estimate.

1. Log in to SiteManager. At the Available Groups window, select Group ID “DCA” and click OK.

SiteManager Logon

Available Groups for RIKFHOO1

Gip Id Group Hame -
Trns port StADMIM - [Sitebd anager Administrator

QSitEMEInElgEr" Phd Project Manager

Construction Managemens Software

Fraj Eng Froject Engineer

Fes Engr  |Residency Construction Engineer
Diist Eng Digtrict Construchion Engineer

User ID: |RIKFHOOT

Password: I\
Connect to: Isewe[ 'I

m Change Passwer dl . | Select the Group for the session.

Jistrict Cantract Administratar

2. At the main panel, double-click on Contractor Payments.

ESiteManager Panel

Main Panel Contractor Payments
Contract [Craily ‘ol PIDE|Ir'|E and
Adminiztration(+]  Reports(+] Zip(+]

g W

Acceszones+]  Manualz(+)

3. Double-click on the Estimate icon.

M siteManager Panel

| Main Panel T Contractor Pa_l,lmenls[+] T Estimate(+)
Contract Milestone Reports [CP+] Reference Process List
Adjustments(+]  Adjustmentz(+] Tables [CP+]
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4. Double-click on Estimate Approval icon.

ESiteManager Panel

5. Double-click on the Contract ID.

ﬂ Select Contract/Estimate
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6. You should be at the Estimate Approve window. There would be a checkbox to the right of District
Contract Admin. Click in the appropriate checkbox to approve the estimate.

¥ AASHTO SiteManager

File Services ‘Window Help

ERNFE D= g

ﬂ Estimate Approve

Contract ID:  [50001E57EN01 Estimate Mbr: 0oz

Generated By: |CDHMF|E On: |DS.-"D?.-"D4 |15:30:14:D150l] Type: |F'F|DG

Project Manager | v |og/07/04  [15:37:28 [CORMRC
Project Engineer | cd [02A15/05  [1Z.42:48 [CoJHWO
Resident Engineer [02415/05  [1z45:48 [COJHWD
District Contract Admin 000700 000000 |

Note: If there are unresolved discrepancies on the estimate, a box will appear that you have to select
Yes to Continue or select No. Click on Save and exit.

After checking the box to the right of District Contract Admin. to approve the estimate and saving, the
approval date and time will automatically populate.

7. Get a message that an email is sent to the Project Engineer/Responsible Engineer. Click on OK and
exit. Click the “X” to close. (this is internal email system and not Outlook)

8. A message box says: Profile CCPESTAP for process CCPESTAP has completed. Click on OK.
Click on “X” to exit.

VDOT Trns-port™ SiteManager™
User Manual
Section Six — Last Progress Estimate - Page 8 of 66



B. Project Manager

B.1. Ensure Completion of DWR/Diary Functions

Refer to Section 4 of the manual:
Create a New Daily Work Report, Section 4.
Create Diary and Authorize DWR, Section 4.

1. Logon as PM. Navigate to Contract Administration|Contract Records|Contracts.

2. At this point the DCA should have entered ‘Semi-final’ into the Contract Generic Fields to flag
the Estimate Status. If not, contact the DCA to enter this before continuing.

3. If there was a prior negative estimate that was not collected from the contractor, a prior balance
due must be entered (Current Prior Balance Due). The negative number that corresponds to
the negative estimate or the sum of all the uncollected negative estimates. If one should be
entered and is not, contact the DCA before continuing.

Description ° Location " Payment Data °  Critical Dates b Frimary Personnel " Prime Contractor | DBE Commit  © Trair

Contract Generic Fields

Contract 1D: |RO0083380M07 Call Order Number: |[C05
Schedule Last Updated: | 00/00/00 Financial Prefix And Suffix: E/00
Retainage Mumber: 54701 Renewable Contract Y/N: [N

Bond Type: [EOTH PAYMEMNT AND PERFORMANCE Conversion Flag: [T

d actar Time Performance Contract Y/N: [¥
<: urrent Prior B