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Objectives

In this course, you will learn the following:

Start and Exit SiteManager
Navigate in SiteManager

Open and control the display of multiple SiteManager components
Close SiteManager components
Change your password

Identify update and inquiry display
Use Open, New, and ‘Choose Keys’
Use, Sort, Find, and Filter

View System Attachments

Identify Support Resources

Use Online Help

View the User Manual

Access Reports

Run a Process

Access TDOT Custom Reports
View an active Contract

View Subcontracts

Understand the Basic Concepts of Daily Work Reports
View DWR

View Diary

View In-Box Estimate Message

View the Estimate Summary
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Objectives

View Estimate Discrepancies

Generate the Summary To Contractor Report
Approve Estimates

Track Estimates

Understand the Rules and Life Cycle of Change Orders
View a Change Order Header

View Change Order Time Adjustments
View Modifications to Contract Items

View the Custom Change Order

View the Change Order Report

Approve Change Orders

Track Change Orders
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Learning Module

Section 1 Getting Started
for Management Personnel

By the end of this module, you will be able to:
e Start and Exit SiteManager

e Navigate in SiteManager

e Open and control the display of multiple SiteManager

components
e Close SiteManager components
e Change your password
¢ Identify update and inquiry display
e Use Open, New, and ‘Choose Keys’
e Use, Sort, Find, and Filter
e View System Attachments
e |dentify Support Resources
e Use Online Help
e View the User Manual
e Access Reports
e Run a Process

e Access TDOT Custom Reports

May 2007
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Using the Student Guide

The student guides are divided into sections — learning modules. Each learning
module consists of:

o Objectives
e Multiple Topics and Instructor-Led Exercises
e Review

e Summary Exercise

Each section will begin with the objectives for the module. The module will be
divided into topics roughly corresponding to the objectives of the module. Each
topic will have a short description of the SiteManager function, one or more
general procedures about how to perform an action in SiteManager, and an
instructor-led exercise for the topic. Instructor-led exercises are easy to spot on
each page. Instructor-led exercises are identified by the Bulldozer graphic
illustrated below and are numbered sequentially. Instructor-led exercises are
very explicit and detail the specific steps and data to be used in performing the

action.

Instructor-led Exercises are identified by the Bulldozer graphic.

Exercise 5-2

Figure 1-1

Each module will end with a review and a summary exercise. The review will
summarize the main points and all of the SiteManager functionality covered in
the module. The review pages may serve as an excellent reference for the
summary exercise that follows the review. It may also server as a work aid for
use back at the office.

The summary exercise gives you the opportunity to practice the skills you
learned in the learning module. The summary exercise instructions will provide
you with the data to be used and general instructions. Remember that the module
review on the pages immediately preceding the summary exercise is composed
of the general procedures covered in the module. The review will serve as a
good reference as you perform the summary exercise.
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SiteManager Procedures, the steps you follow to access a component of
SiteManager, vary depending on whether you have just entered the system or
have been in some other component and have already selected a common
variable.

For instance, if you enter the application and navigate directly to the Contractor
Payments component, the Estimate Summary window requires the selection of
the desired Contract and Estimate. However, if you have been working in the
Contract Records component, already have a Contact selected, and then navigate
to the Contractor Payments component, the Estimate Summary window displays
the Estimates for the Contract previously selected in Contract Records.

The procedures in this manual describe how to access components of
SiteManager as if you just entered the application.

In TDOT, there are three Student Guides:
e SiteManager for Office Documentation
e SiteManager for Field Documentation

e SiteManager for Management Personnel
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Starting AASHTO SiteManager

The AASHTO SiteManager Construction Management System will run on several
different windows graphical User interfaces. For your operating system, you will
start AASHTO SiteManager the same way you would any program on your
computer. SiteManager Desktop lcon
Figure 1-2
SiteManager Logon Available Groups for §j04545
Grp Id Group Hame
Trmy porl
5 itE M a n agE r! PJSUPS Project Supervisor
\ Construction Management =ystem 363 OSTAFF Office Staff

User ID: Iiiﬂ5?53
Paszzsword: ||

Connect to: ISewer vl Select the Group for the session.
Logon I Change Passwuldi Close |

™ Download RTF Templates The Group Dialog Box

BASHTO Trngpart, the AA5HTO Trne-port logo, Trne:port Sitebd anager, FIgUI"E 1-4
and the Tz port Sitebd anager logo are registered hademarks of the
American Aazzociation of State Highway and Transportation Officialz

Portionz Copyright & 2000-2004 A445HTO, Portions Copyright €
1994-2004 Info Tech, Inc.

|Enter the User Password

The SiteManager Logon Dialog Box
Figure 1-3

Note. The only RTF template that TDOT uses is The Summary to Contractor Report,
which is not needed in Standalone mode; therefore, the Download RTF Template check
box should never be selected.
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@t Exercise 1-1

In the following exercise, you will log on to SiteManager.

User ID: jj05753 Group: PJSUPS Contract: CNB022C
Click the Start button.

Click the All Programs choice.

Click the SiteManager Training choice.

~ wnh e

Click the SiteManager choice. SiteManager displays the
SiteManager Logon dialog box.

In the User ID field, type jjO5753.
Press the Tab key.
In the Password field, type pass.

O N o O

Press Enter. SiteManager opens with the SiteManager Panel displayed.
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Main Panel Folder Tab of SiteManager Panel

After starting the SiteManager application, the Main Panel tab will display the
components of the system as icons. The central functionality of SiteManager is
divided into ten icons: Contract Administration, Daily Work Reports, Pipeline,
Contractor Payments, Change Orders, Civil Rights, Materials Management,
Accessories, System Administration, and Manuals.

x
M ain Panel ]’ Caotract &dminiztration]+] ]
= & m X
e fyr}
I_:Zl:_lr'llral_::l B Dailywork Pipeline(+] Contractor Charge Civil Rights[+] M aterials
Administration+) el e k| Payments(+) Orders(+] Management]+]
— |
il | L)
Accessories(+] System Manuals(+]

Adrinigtration]+]

SiteManager Panel Window’s Main Panel Tab

Figure 1-5

The SiteManager Status Bar

The SiteManager Status Bar at the bottom of the SiteManager window indicates
your mode, connection, database region, logon group and individual 1D.

Ready Gever  PROD RISUPS 05753

1 VA I

Iode Comnection  Region  GrowpID  LogonID

Status Bar

Figure 1-6
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Navigating in SiteManager Using the Main Panel

The SiteManager Panel is used to navigate to the components of the
SiteManager application. The highest level is the Main Panel 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.

Click the tab Double-click a Click the tab to
to navigate component’s navigate down
up a level 1con to open 1t. alevel
| x
ManPore I Contiact Adminisratont+) | ConactRecord(

= 0 &

E & &

Contract Contractor  Reports [CA+)  Process List

Records(+)  Management(+) \
The plus sign ( +) that

appears to the right of an
icon’s name indicates that
it has sub-components.

Navigating in SiteManager

Figure 1-7
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Exercise 1-2
In the following exercise, you will browse some of the components of SiteManager.
User ID: jj05753 Group: PJSUPS Contract: CNB022C

View the icons on the Main Panel.
On the Main Panel, double-click the Contract Administration icon.

On the Contract Administration panel, double-click the Contract Records
panel. SiteManager displays the Contract Records panel.

4. Take note of the icons available from the panel.
Now, let’s browse another panel.
5. Togo up alevel, click the Contract Administration tab.

6. Double-click the Contractor Management icon. SiteManager displays the
Contractor Management panel.

7. Take note of the icons available from the panel.
Now, let’s browse another panel.
8. To go up two levels, click the Main Panel tab.

9. Double-click the Daily Work Reports icon. SiteManager displays the Daily
Work Reports panel.

10. Take note of the icons available from the panel.
Now, let’s browse another panel.
11. To go up a level, click the Main Panel tab.
12. Double-click the Pipeline icon. SiteManager displays the Pipeline panel.
13. Take note of the icons available from the panel.
Now, let’s browse another panel.
14. To go up a level, click the Main Panel tab.

15. Double-click the Contractor Payments icon. SiteManager displays the
Contractor Payments panel.

16. On the Contractor Payments panel, double-click the Estimate icon.
SiteManager displays the Estimate panel.

17. Take note of the icons available from the panel.
Now, let’s browse another panel.
18. To go up a level, click the Main Panel tab.

19. Double-click the Change Orders icon. SiteManager displays the Change
Orders panel.

20. On the Change Orders panel, double-click the Change Order Maintenance
panel.
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21. Take note of the icons available from the panel.

Now, let’s browse another panel.
22. To go up a level, click the Main Panel tab.
23. Double-click the Accessories icon. SiteManager displays the Accessories panel.
24. Take note of the icons available from the panel.

Now, let’s browse another panel.
25. To go up a level, click the Main Panel tab.
26. Double-click the Manuals icon. SiteManager displays the Manuals panel.
27. Take note of the icons available from the panel.

Now, to prepare for the next exercise, let’s navigate to the Contract Records panel.
28. To go up a level, click the Main Panel tab.
29. Double-click the Contract Administration icon.

30. Double-click the Contract Records icon. SiteManager displays the Contract
Records panel.

31. In the Contract Records panel, double-click the Contracts icon. SiteManager
displays the Select Contract window.

32. In the Contract ID list box, scroll to and double-click CNB022C. SiteManager
displays the Contracts window.
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@t Exercise 1-3

In the following exercise, you will identify the components of the toolbar. Place
the mouse over the button and use the tool tip to identify each component. Then
you will activate the “show text” option. Write the toolbar component name next
to the appropriate letter below.

User ID: jj05753 Group: PISUPS Contract: CNB022C
A C E G I K M
ITlE? DS H B0
B D F H J L
The Sicanager Toola
Fiure 1.
A H
B I
C J
D K
E L
F M
G

1. Place the mouse pointer on the toolbar.
2. Use the right-click button to click the toolbar.
3. Inthe Object menu, click Show Text.

10



Controlling the Display of Multiple SiteManager Components Trnseport SiteManager® Learning Guide

SiteManager Overview for TDOT Section 1 Getting Started

Controlling the Display of Multiple

SiteManager Components Ay Hiid
Main Panel Ctrl+h

In many instances, you will be working in a Exit Alt+F4

SiteManager component and need to leave it

temporarily to open another component. Having The File Menu

opened more than one component of SiteManager Figure 1-9

you may then need to control the display.

Opening Multiple SiteManager Components

While being in one SiteManager component, you may need to go to another
component without closing the current one.

&ﬁ Exercise 1-4

In the following exercise, you will open one component, while another component of
SiteManager is open.

User ID: jj05753 Group: PJSUPS Contract: CNB022C
Now, let’s open another SiteManager component.
Click the SiteManager Panel button.
Double-click the Projects icon. SiteManager displays the Projects window.

3. Inthe Project Number list box, scroll to and double-click 55019-
3220-94.

11
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Using the Window Menu to Control the Display of Multiple indow
SiteManager Components Tile Shift+F 4

. . . Layer Shift+F3
Having opened more than one SiteManager component, you can now use a variety Cascade Shift+F5
of standard Windows methods to control the display of the components and your _
movement between them. The Window Menu

CONTROLLING THE WINDOW DISPLAY USING TILE Figure 1-10
Tiling divides the screen into the number of SiteManager components that you

have active. Typically, tiling is used to display two SiteManager components side

by side horizontally to compare the entries in each or to return a single component

to full screen once you have closed the other component. With three components

of SiteManager active, tiling would give each component only one third of the

screen. Unless you have a very large display, tiling with more than two

SiteManager components open may not be very useful.

FProjects = (0] x| | b N |=1E3|
' Description 7 Counties Adiustment Indices i‘ " Description Location © PaymentData © Crfical Dates * Primary Personnel i‘

Contract ID:  [CNBOZ2T

= Contract ID: [ENB0ZZE
Project Nbr: [55019-3220-94 Fed St Pij Nbr: [BR-STF-2247) .
Status: EE[WE
i FIDGE AND AFFROACHES OVER LICK CREEK @ (LM, 1.47)
Region: [ Unit: [042
~ Complete Progiess Sched: | Ve
[ Release Retainag Desc: [SR 224 Bridge and appioaches over Litle Owl Creek [L M
Pri Type: [Spaces ‘Work Type: [Spaces Time Charges: [Completion Date Bid [
Sect Nbr: Contiact Type: [EONSTRUCTION
Work Type: [Bridge Constr [new, widening, recansh]
n: Spec Yr:[ 2000 Unit System: [English Suppl Spec Bl
Beg Sta: Beg Temini: [0
End Sta: [3 End Termin: [0
Wage ‘Wage Decision ID Wage Decision Description
Decision:
cales for Feder sl
2l Sy KN 3 oy
Two SiteManager Components Tiled
Figure 1-11

gﬁ Exercise 1-5

In the following exercise, you will tile the two current components of SiteManager.

User ID: jjO5753 Group: PIJSUPS Contract: CNB022C

1. Click the Window menu.
2. Click the Tile choice. SiteManager tiles the windows.

12
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CONTROLLING WINDOW DispPLAY USING CASCADE

Cascading makes the number of SiteManager components that you have active
an equal size and arrange each component in an overlapping offset window.
Typically, cascading is used to display more than two open SiteManager
components offset. When you have a need to navigate between more than two

open SiteManager components, the Cascade choice may make it easier to move
between them.

Il

k| 1ol x|
e 1o x|
i WEE
Contract ID: [CNBD22C PCH: [E5013-3220-34 i‘
C
- Category Number Description Work Class Type
as00 Spaces
Catg Nbr: (0100 Fed St/Pr Prj Nbr: [ERSTP-224[7]
Desc: [ROADWAY Length: (0000
[ Width: [ 0000
Catg Wik Cls Type: Spaces Bridge 1D: Engr Pct: ,7_00
| Brdg Type: [Spaces
" Fed Wrk Catg Type: |Spaces Brdg Span Nbr: Rd Sect Nbr-
1) Fed Wik Clz Type: |F|DADW'AY Brdg Length: [{ogn Hwy Nbr:
Suppl Wik Cls Type: [Spaces Brdg Width: 0000 Hwy Type: [Spaces
Beg Sta Nbr: | Beg Termini: Unit Nbr: 000
End Sta Mbr: | End Termini: | Desc: | -
L -
4 »

Three SiteManager Components Cascaded

Figure 1-12
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@t Exercise 1-6

In the following exercise, you will open another SiteManager component, cascade the
open components and navigate among the three.

User ID: jj05753 Group: PJSUPS Contract: CNB022C
1. Click the SiteManager Panel button.
2. Inthe Contract Records panel, double-click the Categories icon.

Now, let’s cascade the windows.

4. Click the Window menu.

5. Click the Cascade choice. SiteManager cascades the windows.
Now, let’s navigate between the cascaded windows.

6. Click the visible portion of the Projects window.

7. Click the visible portion of the Contracts window.

14
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CONTROLLING WINDOW DISPLAY USING LAYER

Layering displays the SiteManager component that you have active in the most
efficient full screen display. Typically, layering is used to give each active
component a full window for display or to return a single active component to
full display after you have closed the other components that were tiled or

cascaded.
wWindow Help
Tile Shift+F4
Layer Shift+F3

Cascade Shift+F5
Toolbar

1 Conkracks
2 Projects
W 3 Categories

The Window Menu with Three SiteManager Components Active

Figure 1-13

&t Exercise 1-7

In the following exercise, you will layer the three open components of SiteManager
and move between them.

User ID: jj05753 Group: PJSUPS Contract: CNB022C

1. Click the Window menu.

2. Click the Layer choice. SiteManager layers the windows.
Now, let’s navigate to another window.

3. Click the Window menu.

4. Click the Categories choice. SiteManager displays the Categories window.
Now, let’s navigate to another window.

5. Click the Window menu.

6. Click the Projects choice. SiteManager displays the Project window.

15
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Closing Versus Exiting in SiteManager

Print Setup  Crl+J

While SiteManager is not document oriented like other common Windows

.. .. . .. . . tain Panel Cil+kd
applications, the same principle of closing versus exiting still applies. When you

are in a SiteManager component and you wish to end your work in it, but still Exit Alt+F4
continue to perform other SiteManager activities, you should close. As with other _
applications, you only exit SittManager when you are through with your The File Menu
activities. Figure 1-14
Mam
Panel Exit New Close Save Attachments
¥ N FIELYS
Bl D 7T - ™
Toolbar Help Open Delete Generic
Fields

The SiteManager Toolbar

Figure 1-15

@t Exercise 1-8

In the following exercise, you will close a component of SiteManager and then exit
the application.

User ID: jj05753 Group: PJSUPS Contract: CNB022C
1. To close a window, click the Close button.

2. To exit SiteManager, click the Exit SiteManager button or click the File menu
followed by the Exit choice.

16
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Changing Your SiteManager Password

In addition to your network logon identity, SiteManager also has password
protection. Your SiteManager 1D determines what information you have access to
and whether you can update the data or not. If you have any questions regarding
your SiteManager security access, contact your SiteManager System

Administrator.

Ethange Password for jj05

0ld Pazsword: ||

Mew Password: I

Confirm Pazsword: |

1] 4

Cancel

|Enter the Old Uger Pagsward.

The Change Password Dialog Box

Figure 1-16
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IMPORTANT TIPS REGARDING YOUR USER ID:

1. InTDOT, when a User ID is first assigned to a User, the default
password is PASSWORD (all caps). The User must change the
password before logging on to SiteManager.

2. SiteManager User IDs for TDOT Criteria:
e Seven characters in length.

o The first two characters will be jj (in lowercase), followed by a
randomly assigned 5-digit number.

IMPORTANT TIPS REGARDING YOUR SITEMANAGER PASSWORD
AND LOGON ATTEMPTS:

1. Itisimportant that you do not give out your password to anyone.
SiteManager maintains a record of everything you do in
SiteManager. These records are the same as your signature.

2. If you have attempted to log on twice and have failed, close the
SiteManager Logon window and start again. This will allow you to
try to log on again without disabling your password.

3. If you attempt to log on three times and fail, SiteManager will
disable your password. Contact Regional Support if password is
disabled.

4. SiteManager Passwords for TDOT Criteria:
e Four to eight characters in length

e Case-sensitive - SiteManager can tell the difference between
capital and lowercase letters. Type your ID and password
precisely.

e 90-day expiration

e Cannot be the word *“password”

18
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@t Exercise 1-9

In the following exercise, you will log on to SiteManager using another 1D and
change the password.

User ID: jj05750 Group: PJSUPS Contract: CNB022C
1. Double-click the SiteManager Training program icon on your
desktop.
2. To select the user ID, hold down the Shift key and press the Tab
key.

In the User ID field, type jjO5750.
To move to the next field, press the Tab key.
In the Password field, type PASSWORD.

Click the Change Password button. SiteManager displays the
Change Password dialog box.

o gk~ w

Now, let’s change the password.
7. Inthe OIld Password field, type PASSWORD.
8. Press the Tab key.
9. Inthe New Password field, type pass.
10. Press the Tab key.
11. In the Confirm Password field, type pass.
12. Click OK.

19
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Security Overview

Depending on your SiteManager security privileges, you may have:
e Update rights to all SiteManager windows and data,

e Inquiry rights only and be able to access data and print reports, but
not update information,

e Update rights on some SiteManager windows, inquiry only on
other windows, and/or no access to other windows,

e Update rights on some SiteManager data, inquiry rights on other
data, and/or no access to other data,

e Access to SiteManager in only a network mode, or

e Access to SiteManager in both a standalone and network mode.

When you have access to the window and the data, the field will appear with a
white background. When you only have inquiry access, the data will appear but
the fields will have a gray background.

Etategories

Contract ID |CHBOZ2C PCN|55013-3220-94

Category Number Description Work Class Type
h ROADYWAY I

o500 BRIDGE Spaces

Catg Mbr: ID1 [iT] Fed St/Pr Prj Nbr: [BR-STP-224(7)
Desc: [ROADWAY Length: 0000
| Width: 0000

Catg Wrk Cls Type: ISpaces— Bridge I1D: I— Engr Pct: IDD_
Brdg Type: !gpac:es—
Fed Wrk Catg Type: ISpaces— Brdg Span Nbr: r_ Rd Sect Nbr: I—
Fed Wik Clz Type: WW_ Brdg Length: rﬁDTID__ Hwy Hbr: I_
Suppl Wik Cls Type: ISpaces— Brdg Width: !W Hwy Type: ISpaces—
Beg Sta Mbr: l— Beg Termini: I— Unit Nbr: IW
End 5ta Nbr: I— End Termini: I_ Desc: |

|»

Ll

A SiteManager Window in Inquiry Only Mode

Figure 1-17
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@t Exercise 1-10

In the following exercise, you will access an inquiry only window in server mode as
well as log into the application in standalone mode to view the difference in security
options.

User ID: jj05750 Group: PISUPS Contract: CNB022C
How many icons are displayed on the Main Panel?

Double-click the Contract Administration icon.
Double-click the Contract Records icon.

e

How many icons are displayed on the Contract Records panel?

Double-click the Categories icon.

Double-click Contract CNB022C.

Double-click Project Number 55019-3220-94.
Does the screen display in inquiry or update mode?
9. Click the Exit SiteManager button.

Now, let’s log on using a different user 1D and see how the access rights for that user
affect the icons available.

User ID: jj05753 Group: PJSUPS Mode: Standalone
10. Double-click the SiteManager Training program icon.
11. To select the User ID, hold down the Shift key and press the Tab key.
12. In the User ID field, type jjO5753.

13. In the Connect to drop-down list, click the expand arrow to the right of the
current selection and click the Training Standalone choice.

N o O

14. In the Password field, type pass.
15. Click the Logon button.
16. How many icons are on the Main Panel?

17. On the Main Panel, double-click Contract Administration.

18. On the Contract Administration panel, double-click the Contract
Records icon.

19. How many icons are displayed on the Contract Records panel?
20. Click the File menu.
21. Click the Exit choice.
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Now, to prepare for the next exercise, let’s log on using a different user ID.

User ID: jj05754 Group: OSTAFF Mode: Server

22.
23.
24.
25.
26.
27.

Double-click the SiteManager Training program icon.
Hold down the Shift key and press the Tab key.

In the User ID field, type jj05754.

Press the Tab key.

In the Password field, type pass.

Press Enter.

22
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Entering a SiteManager Window — Open, New, and
Choose Keys

When you have the authority and update rights and first enter a SiteManager
window, you can:

e Open for an existing record , or
e Create a new record for data entry,
e Choose keys to create a new record.

In some instances, SiteManager will not even let you into the window without
choosing the keys first. Choosing the keys identifies the initial values for the
new or existing record.

Opening an Existing Record

When opening an existing record, it is not necessary to use the Choose Keys
option. For some windows, a selection list will be automatically displayed to
allow the User to select the appropriate record. For other windows, the User may
access records by selecting the Open button and choosing the appropriate record.

&t Exercise 1-11

In the following exercise, you will access a window and open an existing record that
needs multiple keys.

User ID: jj05754 Group: OSTAFF Contract: CNB022H
1. Onthe Main Panel tab, double-click the Daily Work Reports icon.

On the Daily Work Reports tab, double-click the Daily Work
Reports icon.

What security mode are we in (inquiry or update)?
What Contract ID is displayed?
On the toolbar, click the Open button.

o ok~ w

In the Contract list box, scroll to and double-click contract ID
CNBO022H.

In the Inspector list box, scroll to and double-click user ID jjO5751.
In the Date list box, scroll to and double-click DWR date 04/20/05.

When informed that the DWR will be opened in read-only format,
click the OK button.

10. When you want to open an existing record, do you use Open, New,
or Choose Keys?

23
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Creating a New Record

When creating a new record, the User will navigate to the appropriate window.
For some windows, the window will open in New mode. For other windows, the
User may create a new record by selecting the New button.

&ﬁ Exercise 1-12

In the following exercise, you will access a window and identify the new record
mode.

User ID: jj05754 Group: OSTAFF Contract: CNB022H

On the toolbar, click the New button.

Note that you are ready to create a record for Contract CNB022H.
What is the Inspector’s Name?
What is the DWR date?

What is the Contract?

When you want to create a new record, do you use Open, New, or
Choose Keys?

© ok~ wDdPE
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Choosing Keys

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.

x

ey

’? Contract 1D

 Contract 1D

Contract |D

Yendor Description Fed State Proj Hbr  Status County Lvl2 Lvi3 Lvl4 =
Yolunteer Eridge Construction, Inc, ER-STP-224(5) ACTY -E
WYolunteer Bridge Construction, Inc. BR-5TP-224[8) MCNAIRY 4 04z Co
“Yolunteer Bridge Construction, Inc. BR-5TP-224(8) MCHAIRY 042

Yolunteer Bridge Construction, Inc. BR-S5TP-224[8) MCHAIRY 04z

Wolunteer Bridge Construction, Inc. BR-5TP-224[8) MCHAIRY 04z
‘“Wolunteer Bridge Construction, Inc. BR-STP-224(8) MCMAIRY 042

C=R

114 | Cancel |
Choosing Keys
Figure 1-18

Exercise 1-13

In the following exercise, you will access a window that requires keys to be chosen
and identify the new record mode.

User ID: jj05754 Group: OSTAFF Contract: CNB022C

o 0k~ w

~

Click the Services menu.

Click the Choose Keys choice. SiteManager displays the Contract
ID window.

In the Contract ID list box, scroll to and click the CNB022C choice.
Click the OK button.
Note that you are ready to create a record for Contract CNB022C.

When you want to create a new record for a DIFFERENT Contract,
do you use Open, New, or Choose Keys?

Click the Close button.
Click the No button when prompted to save changes.
Click the Main Panel folder tab.
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Using the Object Menu for Data Manipulation and
Retrieval

To make data entry and retrieval easier, SiteManager provides a Search, Filter,
Find, and Sort capability throughout the application. The Filter and Find
functions also provide Users with the ability to limit the data retrieved from the
SiteManager database by specifying criteria using relational operators. The Clear
button removes the current data retrieval choice in effect. The Show Filter/Sort
choice shows the current criteria in effect for these choices.

To invoke the Object menu, using the right mouse button, click in a field.

Cut
Paste

Copy
Clear

Search

Filter
Find
Sort

Show Filker/ Sort

The Object Menu
Figure 1-19

Criteria Window Buttons:
Insert: Inserts a blank row before the currently selected row.
Add: Inserts a blank row after the last row.

Remove: Deletes the selected row. Remove deletes only one row at a
time.

Clear: Deletes all rows. All rows must be deleted to return to the
complete, unfiltered list.

Load: Opens saved filter list. Saved filter allows for loading and
deleting of saved (and default) filters.

Save: Opens filter name window to allow filter to be saved. The
Default check box allows a filter to be automatically applied every time
the window is accessed.
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Criteria Window Conditions:
Using the Equal (=) condition:
e Requires the specified value to be exact.
e  Only matching whole words will be included
e Only matching capitalization will be included
Using the Like condition:
o Allows specified value to be imprecise

e Wildcard % allowed — A wildcard is a value that matches any value
— like the wild card when playing Uno.

e SiteManager assumes value% when the Like condition is selected,
including all data that start with the entered value

o %value% allows partial data matches to be included
e  Only matching capitalization will be included

When creating multiple conditions, AND joins will be executed before OR
joins.
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Sorting

When the window displays as a list, the Sort feature allows you to sort the list,
based on specified criteria. Each time the window displays, the default sort
criterion is automatically applied. As with the Filter function, only one default
sort criterion can be in effect for a window at any given time.

Eﬁurt Criteria - New Sort

Field Order

|"ProjectMurmber || &scending
| "Itern Code" R\ =cending

Bemove
Clear
Load...

Save. .

1] 4

Cancel

Help

The Sort Window
Figure 1-20
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@t Exercise 1-14

In the following exercise, you will sort the Work Items records for a DWR for
Contract CNB0O22E.

User ID: jj05754 Group: OSTAFF Contract: CNB022E
In the Main Panel, double-click the Daily Work Reports icon.

2. Inthe Daily Work Reports panel, double-click the Daily Work
Reports icon.

3. Inthe Daily Work Reports window, click the Open button on the
toolbar.

4. Click the No button in the Save Message.
In the Contract ID list box, scroll to and double-click CNBO022E.

In the Inspector ID list box, scroll to and double-click jjO5752,
Sandy Gutierrez.

7. Inthe DWR Date list box, scroll to and double-click 04/04/05.
8. Click the OK button to the Read Only message.
9. Click the Work Items folder tab.
Now, let’s use the column headings to sort the Work Item list.
10. Click the Description column heading.
11. Click the Item Code column heading.
12. Click the Instld column heading.

13. Scroll to the bottom of the list to see the items that were reported
installed on this DWR.

Now, let’s use the Object Menu to sort.
14. Position the pointer over the first record.
15. Use the right-click button click the record.
16. In the Object menu, click Sort.
17. In the Sort Criteria window, click the Add button.
18. In the Field drop-down list, click ProjectNumber
19. Click the Add button, again.
20. In the Field drop-down list, click Item Code.
21. Click the OK button.
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Finding

When a window displays as a scrollable list, the Find choice allows the User to
get to a specific row by selecting the appropriate value to find.

M3 Find Criteria

X

Field Condition Value Join
["Item Code” EE x| 1208 [and -]
| "Projectt umber" EE v | \5019-3220-94)

[ Find Previous [ Continue at Start

Insert

Add

Bemove

Clear

=R

Cloze

Help

The Find Criteria Window
Figure 1-21
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2=k

Exercise 1-15

In the following exercise, you will locate an item using the Find option.
User ID: jj05754 Group: OSTAFF Contract: CNB022E

1.

w

© © N o g H

Position the selection pointer over the first record in the list at the top
of the window.

Using the right mouse button, click the record.

From the object menu, click the Find choice. SiteManager displays the
Find Criteria window.

On the Find Criteria window, click the Add button.
In the Field drop-down list, click Item Code.

In the Condition drop-down list, click =.

In the Value field, type 712-06.

Click the Add button.

In the Field drop-down list, click ProjectNumber.

10. In the Condition drop-down list, click =.
11. In the Value field, type 55019-3220-94.
12. Click the Find button.
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Filtering

The Filter choice allows you to specify filtering criteria for SiteManager fields
and their limiting values using relational operators. Each time a window
displays, the filtering criteria, marked as default, is automatically applied,
thereby limiting the amount of data retrieved. Only one default filter criterion
can be in effect for a window at any given time.

E3Filter Criteria - New Filter x|

Field Condition Value Join Insert

|""Description” ~|[Uke ] ZCONCRETEZ ndd

Bemove

Clear

Test

Load. ..

Save...

Cancel

Help

The Filter Criteria Window
Figure 1-22

32



Using the Object Menu for Data Manipulation and Retrieval Trnseport SiteManager® Learning Guide
SiteManager Overview for TDOT Section 1 Getting Started

@t Exercise 1-16

In the following exercise, you will learn how to filter to display only the records
meeting your condition.

User ID: jj05754 Group: OSTAFF Contract: CNB022E
Now, let’s filter the contents of this list.

1. Position the selection pointer over a record in the list at the top of the
window.

Using the right mouse button, click the record.

From the object menu, click the Filter choice. SiteManager displays
the Filter Criteria window.

Click No to the Save Changes prompt.

In the Filter Criteria window, click the Add button.
In the Field drop-down list, click Description.

In the Condition drop-down list, click Like.

In the Value field, type %CONCRETE%.

Click the OK button.

10. When informed that the specified filter will return a number of rows,
click the Ok button. The Work Items window displays the filtered
results.

© oo N o g B~
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Clearing the Current Criteria

Remember that the current data retrieval choice will stay in effect until cleared.
The Clear button removes the current data retrieval choice in effect by deleting
all of the rows of criteria, which returns unfiltered results.

&ﬁ Exercise 1-17

In the following exercise, you will clear the current filter.

User ID: jj05754 Group: OSTAFF Contract: CNB022E
Position the selection pointer over a record.
Using the right mouse button, click the record.

From the object menu, click the Filter choice. SiteManager displays
the Filter Criteria window.

In the Filter Criteria window, click the Clear button.
Click the OK button. SiteManager displays a message.

When informed that the specified filter will return a number of rows,
click the OK button. The Work Items window displays all of the
rows without filtering the results.

Click Yes to the Filter Message.
Click the Close button on the toolbar.
Click the Main Panel folder tab.
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System Attachments

The System Attachments window allows URL links, Plug-In applications, and OLE
attachments to be attached the SiteManager system without being attached to
specific records. Plug in and OLE attachments are detailed in other sections of this
training manual.

™3 AASHTO SiteManager

File Edit Services ‘Window Help

ElEE S PR E g

L

ﬂ System Attachments
Hame Type Description Autorun
Stnd. Drawings [URL [TDOT Standard Drawings Library []
Mtz & Tests |URL  |Division of Materials and Tests - Standard Operating Procedures []
Mtz & Tests |URL  |Division of Materials and Tests - Field Operations Electronic Forms []
Spec Book [URL  [TDOT Standard Specifications for Road and Bridge Construction []
Circular Letter [URL [TDOT Construction Circular Letters [
[Corst Internet [URL  [TDOT Construction Division Interet Site ]
[Corst Intranet [URL  [TDOT Construction Division Intranet Site ]
Contract Filez ChS Contract File Management _

The System Attachments Window

Figure 1-23

Tools Hel%

\ Bach | 1 ) i
3 b- ?) .? /- Search i Folders
Address |_ag‘ 1100w F0S0cms
e o E Size | Type Date Modified
File and Folder Tasks A1 [(3HG Construction File Folder 11/22}2006 &:23 AM
j e e |!3Reg!0n 1 F!Ie Folder 10/16/2006 1:19 PM
: : |CiRegion 2 File Folder g/4/2006 7139 AM
Q ek [C)Region 3 File Falder 7/25/2006 5:05 AM
|5y Region 4 File: Folder 8/1/2006 10:19 AM

The CMS File Management System Attachment

Figure 1-24

In TDOT, URL links are included as System Attachments.

The CMS Contract File Management attachment will open the File
Management system. The URL this attachment opens is as follows.

\\j JOOwF080\cms\
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@t Exercise 1-18

In the following exercise, you will view System Attachments.

User ID: jj05754 Group: OSTAFF
On the Main Panel, double-click the Accessories icon.
Double-click the System Attachments icon.

In the System Attachments list box, scroll to and click CMS
Contract File Management.

System Attachments
SiteManager Overview for TDOT

The System Attachments are not set up for the training environment.

4. Click the Close button.
5. Click the Main Panel folder tab.
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Support Resources

The following Support Resources have been developed for AASHTO
SiteManager. Contact your SiteManager System Administrator to verify your
Transportation agency policies regarding the availability and distribution of this

material.

User Manual (.pdf)
SiteManager On-line Help
Learning Guides

Training Database

TDOT SiteManager Support Personnel

Location | Name Email Phone
Region1 | Bobby Henegar Bobby.Henegar@state.tn.us | (865) 594-4511
Jane Peterson Jane.Peterson@state.tn.us (865) 594-2351
Region 2 | Gail Hollis Gail.Hollis@state.tn.us (423) 949-9202
Region 3 Gwen Ward Gwen.Ward@state.tn.us (931) 684-0797
Region 4 Dan Robinson Dan.Robinson@state.tn.us (731) 935-0220
Chrystal Cochran | Chrystal.Cochran@state.tn.us | (731) 935-0221
HQ Chris Hampton Chris.Hampton@state.tn.us (615) 741-3542

In TDOT, electronic documentation and on-line training material can be
obtained from Support Personnel as needed or downloaded from
\\jjOOWfOB8O\CMS\HQ\Construction\SiteManager Reference Guides.
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Using Help

The Help menu will contain standard Help choices — Contents, Search for Help
on, and Glossary and, when accessed while a window is open, will also provide
one non-standard choice, Current Window. Help in SiteManager will work like
any other Windows Help.

Using Help by Contents -’TsL;-

The Help menu’s Contents choice or the Help button
displays an alphabetized list of Help Topics that can _
be browsed for the subject on which you need help. Figure 1-26

Help Button

2 AASHTO SiteManager Help [_ (O] x|
File Edit Bookmark Options Help
Eontentsl Search | Back | Print | << | > | glossar_l,ll

Contents ﬂ

The fallowing Help Topics are available:

General Concepts

Edit Menu - Cutting, Copying, and Pasting
Edit Menu - Unda
Edit Menu Choice
File Menu - Dizplaving the Sitebd anager Panel

File benu - E witing SiteM anager Using the Menu

File Menu - E=parting & Windows Print Besults - Print Previews Save Az Button
File enu Choices

General Frocedur

- Documentation Support
Help kenu - & g Help by Contents Using the Meny
Help Menu - Aco q Help Uszing the F1 Key
Help kenu - On-Line Help Development
Help Menu - Using Help by Searching
Help kenu - Using the Current Window Help
Help Menu Choices
Menus - Edit Menu

- File Menu

- Frame Menus
- General Guidelines
- Help Menu

Menus - Menu Layout
Menus - Dbien:t Menu Choices

Object Menu

] (=410

ahager Menus

ndow Menu

i - window Menus ;I

Help Contents
Figure 1-25
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@t Exercise 1-19

In the following exercise, you will access Help from the Help menu.
User ID: jj05754 Group: OSTAFF
On the Main Panel, click the Help menu.

2. Click the Contents choice. SiteManager displays the AASHTO
SiteManager Help window.

3. On the Contents page, scroll to the Contracts Panel section and
click the Contracts Description Folder Tab topic.

4. Click the Status-Contract Description tab link. Help displays a
pop-up window.

Now, let’s exit online Help.

5. To close the Help window, click the File menu and click the Exit
choice.
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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.

[ndex |Fin|:| |

1 Type the first few letters of the word you'ne looking for.

Istl:u:kpiled materialz

2 Click the index entry you want, and then click Dizplay.

Steel Reinforcement Test Specification -
Stockpiled Matenialz - Before Adding Data

Stockpiled b aterialz Panel

Subcontract Walue Report

Subcontracts Descriptions Folder Tab

Subcontracts lkems Folder Tab

Subcontracts Panel

SUPERFPANVE Mix Dezignz

SUPERPAVE Mix D esigns Description Folder Tab

SUPERFPANVE Mix Dezigns Materialz and Gradations Faolder Tab
SUPERFPAVE Mix Dezigns Froperties Folder Tahb

Syztem Adminiztration lcon

System Administration Reportz Panel

System Operational Parameters for Civil Rights I
Syztem Operational Parameters for Contract Adminiztration

System Operational Parameters for Contractar Payments

Syztem Operational Parameters for Contracts ;I

Dizplay Frirf... | Cancel |

The Help Search
Figure 1-27

aﬁ Exercise 1-20

In the following exercise, you will search for a topic.

User ID: jj05754 Group: OSTAFF

Click the Help menu and click the Search for Help on choice.
Click the Search button.

Type stockpiled materials.

Click the Stockpiled Materials Panel topic.

Click the Display button. Help displays the requested topic.

S A

To close the help window, click the File menu and click the Exit choice.
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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.

2 BASHTO SiteMan -3 =l
Fil= Edit Bookmark Options Help
Eontentsl Search | Back | Frrint | £« | pas |ﬁlossary|

Contracts Panel ﬂ

The Cortracts panel lets the user add new Contracts, and vievw, add, modity, of delete the basic Contract data. There are nine folder tabs onthe
Contracts panel as folloves:

Description Folder Tab

The Description folder tab dizplays the Cortract description data. This includes the Contract's status, Project number(s), administrative offices,
funding sources, and other descriptive information that determines how the system processes data for this Cortract.

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 counties for
each state or province and those associated with the selected Contract. Authorized users may add and remove counties to and from the Cortract.
A primary courty must be selected.

Payment Data Folder Tab

The Payment Data folder tab displays the Contract payment data that can be added, modified, or deleted. This data includes Liguidsted Damages
Rate Amount, Retsinage, Estimste 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 are required by the system for the
standard Contract status reports. The default date types can not be deleted or modifisd.

Primary Personnel Folder Tab

The Primary Personnel folder tab lets the user maintain dats on the Contract crestor, designer, Project Manager, and Project Enginesr. This folder takb
alzo identifies the personnel who will receive messages when the Contract becomes active or falls behind schedule.

Prime Contractor Folder Tab

The Prime Contractor folder tak displays the Prime Cortractor data thet can be added, modified, or deleted. This data includes the Prime Cordractor,
contractor defautted data, maximum Subcontract amount, payroll reguirements, Prime Contacts, and Prime Associstes. The Prime Cortractor's
sUrety and iINsuUrance companies must be ertered &= Prime Associates .

DBE Commitment Folder Tab

The DBE Commitment folder tab lets the user add and modify Contractor DBE Commitments. This folder tab also displays system-calculsted DBE
amounts.

Training Plan Folder Tab

The Training folder takb lets the user identify the Prime Contractor's on-the-job training commitments for & Contract (i.e., the training plan), which is
then used during estimste generstion to perform automated reimbursement. This folder tab alzo displays system-calculated training hour usage.

|

The Help on a SiteManager Window
Figure 1-28
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In the following exercise, you will access Help on the current window.

Exercise 1-21

User ID: jj05754 Group: OSTAFF Contract: CNB022C
1. On the Main Panel, double-click the Contract Administration
icon.

2. On the Contract Administration panel, double-click the Contract
Records icon.

3. Onthe Contract Records panel, double-click the Contracts icon.
Now, let’s open another contract.
4. Click the Open button.

5. Inthe Contracts list box, scroll to and double-click Contract
CNBO022C.

6. Click the Help menu and click the Current Window choice

Click the Next Page (>>) button (right arrow at the bottom center of
window).

8. Inthe Contract Description tab Field Names and Descriptions
section, click Contract ID — Contract Description tab. Help
displays a pop-up window.

Now, let’s exit online Help.
9. Click the File menu and click the Exit choice.

Now, let’s prepare for the next exercise.
10. To close the Contracts window, click the Close button.
11. Click the Main Panel folder tab.
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Viewing the User Manual

The SiteManager User Reference Manual is a reference document for users of
the AASHTO SiteManager application. The user should refer to this manual
only when a gquestion cannot be answered by referring to the SiteManager online
help system. This manual describes all of the SiteManager components,
including their purpose, functions, and how to use them.

I Borm B H o e P ) sewen | T cvnror e b Commrt = [ Secrn < f 50 -

[ Dhismates - ]| & - 5[0 © 7% - ®[| 0% O] Fnewrea -

| 5.8 Irereduction

[ Decument Stracture
(0 Objectives
[ Procedues

= [ Gatting Staspd
[ Starting and Exting Stehanagar
[f Main SteManager Pansl
[ Ascovnanes

5 {Jy Ganersl Goncepts
[ wenus
[ Uning SduMasage Mesus
T Tookars
[ Wsing the SteManager Tookar
[ Ganarsl Procadures.
[ Fiugn, URL, and OLE Anschments
[ Wsing Adtachments

B [ Contenet Admisistration - Braferance Tables
[k Centract Admanistration Ovesviw
[ Fieference Tables (Contract Admanistration)
[ System Dperatisnsl Parametees far Contraets
[B Tab-Lawel Security for Contracts

i Contact Admisistration - Niw Contracts
[ty Achdiong Mirw Contracts
[ Contract Status Validation
[ Contract Records
[ Centracts
[ Contract Milestones
[ Pesjmess.
[ Categories
i tems
[ Cantract Fundng
[y Centract Geoup Authorily

=
SiteManager

Construction Management System

User Reference Manual

Release 3.6a
g 3800

[ Mey Dates and Checkist Ewnts
& Pregrass Sehadsln
T Dt

A uio [EEIOS ..'—+b
The User Reference Manual in PDF

Figure 1-29
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@t Exercise 1-22

In the following exercise, you will access the on-line User Reference Manual.
User ID: jj05754 Group: OSTAFF
On the Main Panel, double-click the Manuals icon.

Double-click the User Manual icon.

Click the Next Page button. (At the bottom, this looks like a triangle.)
Click the page number field at the bottom of the screen.

Type 25.

6. Press Enter.

o~ D

Now, let’s search the reference manual.
7. Click the Search button. (In the toolbar, this looks like binoculars.)
8. Inthe Search for field, type Temperature.
9. Click the Search button.
10. Click the first result.
11. Click additional results to browse the topic.
Now, let’s exit the application.
12. Click the File menu.
13. Click the Exit choice.
Now, let’s prepare for the next exercise.
14. Click the Main Panel folder tab.
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Standard SiteManager Reports

Below is a list of the standard SiteManager Reports and the SiteManager panels
they may be selected from.

Contract Administration:

o Contract Status

o Item Quantity

o Item Work Report

e Subcontract Value

o Contractor Current Status

e Past History — Work Completion

Contractor Payments:

e Summary To Contractor g
e Installed Work
o Work Suspend/Resume Times
Change Orders:
e Change Order Report
e Unapproved Change Order Aging Report
e Time Extension Granted

e Change Order/Reason Code Breakdown

TDOT has created several custom reports in Crystal Reports. The custom
reports are run from a separate application accessed through the internet.

& This is run from the Process List window.
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General Reporting Concepts

Most reports follow these procedures. The user initiates the report from the
correct report window.

Minstalled Work ». i
Zoom: (90 -4 I Copies: |1 3 |
RPT-I0: REPINSTC Tenneszes DATE: 04/11/2006
USER: {05751 Depantment of Transportation FABE 10F 2
UNPAID INSTALLED DUANTITY SUMMEAR'T
CONTRACT ID: CHBD22K
LIN ftem Code Deseription Uniit Urit Price
Supplemental Deseription 1
Supplementsl Description 2
DWR Date Ertered By Location Mt Installed Gty Inctalled Amourt
Fed 5t Prj Nor: BR-GTP-22407) PCN:  85018-3220-84
Category Number: 0100
0010 16601 CONSTRUCTION STAKES, LINES AND GRADES Ls 6,000.00
Oty Reported to Date: 0,40 Oty ithorized to Oate:  0.00 Oty Installed to Dste: 000
042805 Gutierz, Sandy O 04 F00
Bridge #2 040
el ASPHALT CONCRETE MIX (P GA<-22) (BPMB-HI) GRADING A TN $30.00
Oty Reported to Date:  1,412.00 Oty thorized to Date:  1,413.00 Oty Installed to Date: 000
04/22/05 Wiarren, Jackie = 141200 §56,107.00
Bridge #2 141200
0120 070108 £SPHALT CONCRETE MIX (F G0<-22) (BPMB-HIV) BRADING B-ME TON 6.00
Oty Reported to Date:  929.00 Gty Mthorized to Oate:  929.00 Gty Installed to Oate:  0.00
0472805 ‘Wiarren, Jackie 5] 929.00 3344400
Bridge #2 429.00

The Installed Work Report
Figure 1-30

To view and print a displayed report:
1. To view, click the Next Page or Prior Page icons.
2. Click the Zoom button to reduce the Zoom.
3. To print, click the Copies button, setting the desired number of
copies to print.
4. Click the File menu and click the Print choice.
To Export a report:

1. Run the report (saved reports may not be exported)

2. Click the Services menu Export choice.

3. Inthe File Name field, type the file name.

4. Inthe Save as type drop-down list, select the type of file: Text,
Excel, or Lotus 1-2-3.

5. Click the Save button.

A Report can be saved for later retrieval. SiteManager saves the report using a
PSR extension. To save a report:

1. On the toolbar, click the Save button.

2. Inthe File Name field, type the name for the file.
3. Change the drive and directory as desired.

4. Click the Save button.

5. In the message box, click the OK button.
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The View Saved Reports icon can be used to open a saved report. To open a
saved report:

1. On the Reports panel, double-click the View Saved Reports (PSR)
icon.

2. Change the drive and directory as needed to select the PSR file.

3. Click the OK button.

aﬁ Exercise 1-23

In the following exercise, you will access a standard report and save a copy of the
report.

User ID: jj05754 Group: OSTAFF Contract: CNB022K
On the Main Panel, double-click the Contractor Payments icon.
On the Contractor Payments panel, double-click the Reports icon.

On the Reports panel, double-click the Installed Work icon.
SiteManager displays the Report Criteria window.

4. Inthe list box, scroll to and double-click the CNB022K choice.

5. Review the Report.
Now, let’s save the report to your computer.

6. Click the Save button.

7. Inthe C:\SMTRAINS directory, double-click the SMFILES folder.
8. Type INWK_CNB022K20061025.
9

Click the Save button. SiteManager displays a dialog box to inform
you about exporting the file.

10. In the dialog box, click the OK button.
11. To close the Installed Work window, click the Close button.
Now, let’s view the report you saved to your computer.

12. On the Reports panel, double-click the View Saved Reports (PSR)
icon.

13. Double-click the INWK_CNB022K20061025.PSR file.
SiteManager displays the View Saved Reports (PSR) window.

Now, let’s prepare for the next exercise.
14. Click the Close button.
15. Click the Contractor Payments tab.
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Running a Process

The Process List window in the Contractor Payments panel includes the
Summary to Contractor Report. This is the only SiteManager Process that TDOT
users will need to run.

A process is run from the Process List window by clicking on the named process,
and choosing Run Process from the Services menu, or by clicking the named
process and clicking the Run Process button or by double-clicking the process.

EProcess List

Process ID Process Type | Process Description |
RCPCSURM1 ;Eih-1 -Standard 15 ummary to Contractar |

The Contractor Payments Process List window

Figure 1-31
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Exercise 1-24

In the following exercise, you will run a process.

User ID: jj05754 Group: OSTAFF Contract: CNB022P

1. Onthe Contractor Payments panel, double-click the Process List
icon.

2. Inthe Process List, double-click the Summary to Contractor
report. SiteManager displays the Confirm Process Submission
window.

3. Click the Parameters button. SiteManager displays the Process
Submission Parameters window.

4. On the Process Submission Parameters window, click the Generate

Online check box (ON). A warning will appear, noting that the latest
RTF objects were not downloaded from the Object Store.

On the warning message, click OK.

On the Process Submission Parameters window, click OK.
SiteManager closes the window.

STOP. Do not submit the process in SiteManager Training.

7.
8.

Click the Cancel Button
Click the Close Button.

A copy of the report is saved at C:\SMTRAINS\SMFILES to view during training.

9.

10.
11.
12.
13.
14.

Right-click the Start button at the bottom left of the screen.

Click the Explore choice.

Navigate to the CASMTRAINS\SMFILES folder.

Double-click Estimate Summary to Contractor CNB022P.htm.

After viewing report, click the Close button to close the browser window.
Click the Exit button to exit SiteManager.
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Accessing TDOT Custom Reports

When accessing the TDOT Custom reports, Office Staff users may pick from
the available reports.

=

Welcome: JJCT102

TDOT Office Staff available reports window - page 1

Figure 1-32

& E « | [ Mew - ¥ [ sens + My InoView | Searchttle - [5] e e
2 Folders It ||SM_office FOF X
E BEelREE X 2 Organize - | 2 | Fiter: Al Types -
@ &y O 0O+ [Titles Last Run Type Owner Instances ”~
“¥Home
G [ ‘}j # Change Crder Form 121 3/2006 10:08 AW Crystal Report JJn388s 1
o Wi Folders View Latest Instance | History | Properties
B [ pynlic Falders Change Order Farm
B [ siteManager
B S Admin [0 &1 + Completion Motice Mever run Crystal Report Jiozegs 0
= - Histary | Properties
_JSM_Insp Cormpletion Natice
L am_momt
= CH 9 _office [0 &1 + Force Account Approval Never run Crystal Report Jiozges 0
- Histary | Properties
Force Account Approval Form
[0 @1 + Price Adjustment AC307 Mever run Crystal Report JJn3aas 1}
History | Froperties
AC307 Fuel Adjustment Report
[% O @1 + Price Adjustment AC411 Mever run Crystal Report JJo3egs 1)
Histary | Properties
AC411 Fuel Adjustment Report
[0 &1 + Price Adjustment Biturninous Report Never run Crystal Report Jozges 0
Higtary | Properties
Biturinaus Adjustrment Report
[ QJ # Price Adjustment Report Fuel Mever run Crystal Report JJn38ss 1]
Histary | Properties
Fuel Price Adjusiment Report
~
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& l_ < L) mew ~ L send « by Infaviewe | Searchifle - [5] B e
3 Folders I+ ||SM_oiffice = O& %
E BEeBEE X =l organize ~ | 2 | Fiter: AlTypes
T o L rewverran o ss e o
A~
2 #rome Histary | Froperties
:JMVFUIders AC307 Fuel Adjustment Report
B L Puplic Folders O &1 #+ FPriceAdjustmentAG411 Mever run Crystal Report JJo3ggs o
23 SiteManager Histary | Froperties
:JSM_Admm AC411 Fuel Adjustment Report
_JSMJ”“ O 21 + Price Adjustment Bituminous Report Mever run Crystal Repart JJ03885 o
I sm_Mamt History | Properties
'_—JSM Office Biturninous Adjustrment Report
[1 21 + Price Adjustment Report Fuel Never run Crystal Report Jiozges 0

Histary | Properties
Fuel Price Adjustment Report

] (gj * ElaffHours Mever run Crystal Report JJ03ges o
Histary | Properties
Staff Hours

] 3_] # Starting Notice Report (Form Letter) Mever run Crystal Report JJ03885 i}

Histary | Aletts | Properties
Starting Motice Repoart

(] )j ¢ TestRepors Mever run Crystal Repart JJ03885 o
Histary | Properties
Test Reports

¥ aj @ Unit Monthly Construction Never run Crystal Report JJn3ags a
History | Properties
Unit Monthly Construction Report

TDOT Office Staff available reports window - page 2
Figure 1-33

TDOT Custom Reports are accessed through the following web address:
http://jj00wa272/businessobjects/Enterprise115/InfoView/main.aspx
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Review for Section 1

To start SiteManager:

1. Double-click the SiteManager desktop icon.

Or

1. Click the Start button, click the Program

choice, click the SiteManager choice, and

click the SiteManager choice.

Type your logon identification name.

Press the Tab key.

Type your password.

If appropriate in the Connect to drop-down

list, click the expand arrow to the right of

the current selection and click the desired

database choice.

6. Press Enter.

7. If appropriate, in the Available Group for
... dialog box, click the group ID.

arwn

To select a main panel component of SiteManager:
1. Double-click the component’s icon

To select up or down a level in SiteManager:
1. Click the level’s folder tab.

To open more than one component of SiteManager:

1. Open the first component of SiteManager.
2. Click the SiteManager Panel button.
Or
Click the File menu and click the Main
Panel choice.
3. Open the other component of SiteManager.

To tile:

1. Open the number of SiteManager
components that you want to tile.

2. Click the Window menu.

3. Click the Tile choice.

To cascade:

1. Open the number of SiteManager
components that you want to cascade.

2. Click the Window menu and click the
Cascade choice.

3. Click the visible portion of the window you
want to display.

To layer:

1. Open the number of SiteManager
components that you want to layer.

2. Click the Window menu and click the
Layer choice.

To move between multiple layered SiteManager
components:

1. Click the Window menu.
2. Click the name of the SiteManager
component from the list.

To close a SiteManager component:

1. Click the Close button.

Or

1. Click the File menu and click the Close
choice.

To exit SiteManager:

1. Click the Exit button.

Or

1. Click the File menu and click the Exit
choice.

To change your password:

1. Start SiteManager.

2. Onthe logon screen, type your existing
password.

Click the Change Password button.
Type your old password.

Press the Tab key.

Type your new password.

Press the Tab key.

Type your new password, again.

Click OK.

©CoNo AW
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To open an existing record:

1. Double-click the window’s icon.

2. Click the Open button.

3. Scroll to and click the desired record.
4. Click OK

To create a new record:

1. Double-click the window’s icon.
2. Click the New button.

To choose keys after you enter a window:

1. Click the Services menu and click the
Choose Keys choice.

2. Inthe list box, scroll to and double-click
desired value.

3. Repeat step 2 until all initial values are
selected.

To sort records:

1. Click the desired sort field at the top of the
list.

Or

1. Position the selection pointer over a record

2. Using the right mouse button, click the
record.

Click the Add button.

In the Field drop-down list, click the expand

arrow to the right of the current selection

and click the desired field.

6. Inthe Order drop-down list, click the
expand arrow to the right of the current
selection and click the desired choice.

7. To add additional sorts, click the Add

gk~ w

button.

8. Repeat steps 4-7 until you have selected all
sorts.

9. Click OK.

From the object menu, click the Sort choice.

To find specific records:

1.
2.

3.

o ks

10.

11.

Position the selection pointer over a record.
Using the right mouse button, click the
record.

From the object menu, click the Find
choice.

Click the Add button.

In the Field drop-down list, click the expand
arrow to the right of the current selection
and click the desired field.

In the Condition drop-down list, click the
expand arrow to the right of the current
selection and click the desired choice.

In the Value field, select the current entry
and type the desired value.

To add additional conditions, click the Add
button.

In the Join drop-down list, click the expand
arrow to the right of the current selection
and click the desired choice.

Repeat steps 5-9 until you have selected all
conditions.

Click OK.

To filter records:

1.
2.

3.

o ks

10.

11.

Position the selection pointer over a record
Using the right mouse button, click the
record.

From the object menu, click the Filter
choice.

Click the Add button.

In the Field drop-down list, click the expand
arrow to the right of the current selection
and click the desired field.

In the Condition drop-down list, click the
expand arrow to the right of the current
selection and click the desired choice.

In the Value field, select the current entry
and type the desired value.

To add additional conditions, click the Add
button.

In the Join drop-down list, click the expand
arrow to the right of the current selection
and click the desired choice.

Repeat steps 5-9 until you have selected all
conditions.

Click OK.

To clear a filter:

1.
2.

3.

o ks

Position the selection pointer over a record
Using the right mouse button, click the
record.

From the object menu, click the Filter
choice.

Click the Clear button.

Click OK.
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SiteManager Overview for TDOT

To view System Attachments:

1. Double click the Accessories icon.

2. Double-click the System Attachments icon.

3. Double-click the attachment you wish to
run.

To access Help by Contents:

1. Click the Help menu and click the Contents
choice.
Or
Click the Help button.
Or
In a SiteManager window, press the F1 key.
2. In the topics list box, scroll to and click the
desired topic.
3. When finished, click the File menu and
click the Exit choice.

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.

arwn

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.

3. Inthe field list, scroll to and click the
desired field.

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

To access the User Manual documentation:

1. On the Main Panel, double-click the
Manuals icon.
2. Double-click the User Manual icon.

To generate any report:

1. Double-click the desired report icon.
2. Select the criteria.
3. Click OK.

To save a report:

1. Click the Save button.

2. Type the name for the file.

3. Change the drive and directory as desired.
4. Click Save.

5. Click OK.

To open a saved report:

1. Double-click the View Saved Reports
(PSR) icon on the Reports Tab.

2. Change the drive and directory as needed.

3. Select the PSR file.

4, Click Open.

To run a process:

1. Navigate to the panel where the process is
assigned.

Double-click the Process List icon.

In the process list, double-click the desired
process.

4. Click the Submit button.

2.
3.

To access TDOT custom reports:

1. Launch Internet Explorer.

2. Access web address
http://jjOOwa272/businessobjects/Enterpri
sel15/InfoView/main.aspx.

Click the plus sign next to Public Folders.
Click the plus sign next to SiteManager.
Click the desired group name.

Click the desired report name.

Enter the desired prompt values.

Click the OK button.

Print or Save the report as appropriate.

CEONOO AW

54



Summary Exercise for Section 1 Trnseport SiteManager® Learning Guide
SiteManager Overview for TDOT Section 1 Getting Started

Summary Exercise for Section 1

In the following summary exercise, you will navigate through SiteManager.
User ID: jj05754 Group: OSTAFF Contract: CNB022C

1. Log into SiteManager as jj05754.

2. Navigate to the Items window
(Main Panel > Contract Administration > Contract Records > Items).

Select the first project for Contract CNB022C, and then any of the available items.

Are you in inquiry or update mode?

Click the Close button to close the Items window.

o o &~ W

Navigate to the Item Master window
(Main Panel > Contract Administration > Reference Tables > Item Master).

Use the Find feature to find the Item Code 204-06 for Spec Year 2000.
8. What is the Item Description?
9. Filter for short description %CLEARING%.
10. What is the first item retrieved?

11. Clear the filter.

~

12. Click the Close button to close the Item Master window.

13. Navigate to the Milestones window (Contract Administration > Contract Records > Milestones).
14. Access Help on the current window.

15. Click the Close button to close the Milestones window.

16. Navigate to the User Manual and find the Estimate Generation topic.

17. Click the Close button to close the User Manual window.

18. Navigate to the Contractor Payment Reports panel.
(Main Panel > Contractor Payments > Reports)

19. In Contractor Payment Reports, run an Installed Work Report for contract CNB022L..
20. In Contractor Payments, navigate to the Process List.
21. Exit SiteManager.
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Learning Module

Section 2 Contract Administration
for Management Personnel

By the end of this module, you will be able to:

e View an active Contract

e View Subcontracts

May 2007
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New Contracts

This module describes the Contract information available to you through
SiteManager’s windows and data entry fields. New Contracts are typically loaded
electronically from the pre-construction system, PES and LAS, and given
pending status by default.

ﬂ SiteManager Panel

Main Panel

T Contract Adminiztration]+] T

Contract Records(+]

ijgstone

Contracts Milestones
Sigdulc
Fey Dates Checklizt
Scheduled
Events

Dizputes/Claims

=

Categories

&

Frojects

=

Checklist Event
Dates

Permits

7

Items Cantract Cantract
Funding Authority
T
3-, Iy
Comespondence Plan Stockpiled
Log Discrepancies aterials

The Contract Records Panel

Figure 2-1

To begin tracking the progress of the Contract work in SiteManager, the
Headquarters Finance Office will change the Contract’s status to active.
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Exercise 2-1

In the following exercise, you will navigate to the Contract window.

User ID: jjO5757 Group: DCONREP Contract: CNB022E

1. Double-click the SiteManager Training program icon on your desktop.

2. Inthe User ID field, type jjO5757.

3. Press the Tab key.

4. Inthe Password field, type pass.

5. Press the Enter key.

6. Inthe Available Groups for jj05757 list, double-click DCONREP.

7. On the Main Panel folder tab, double-click the Contract
Administration icon.

8. On the Contract Administration folder tab, double-click the
Contract Records icon.

9. On the Contract Records panel, double-click the Contracts icon.

10. In the Contract ID list box, scroll to and double-click Contract ID

CNBO022E.
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Viewing a Contract

The Description folder tab of the Contract window displays the basic Contract
description data. This includes the Contract’s status, project number(s),
administrative offices, and other descriptive information that determines how the
system processes data for this Contract.

Contract Time Charges

In SiteManager, the three types of Time Charges for Contracts AND Milestones
are:

e Completion Date - Similar to TDOT *“Calendar Days” contracts for non-
resurfacing and non-mowing contracts. In SiteManager, TDOT Mowing,
Litter Removal, and Sweeping & Drain cleaning contracts are
Completion Date. Time cannot be suspended on Completion Date
Contracts.

e Calendar Day - TDOT’s Resurfacing Contracts (Completion Date
contracts with a working window) are Calendar Day in SiteManager,
with a set number of bid days. Time is started when the Notice to
Proceed date is entered. Milestones noted in special provision 108B, such
as phased construction and mowing and litter cycles, are also Calendar
Date time. Time cannot be suspended on Calendar Day Contracts.

e Available Work Days - Similar to TDOT’s Working Days. Time is
charged on a daily basis in the SiteManager Diary window.

ﬂtnntracts -

Description  ~ Lacation * PaymentData °  Critical Dates 7 Primary Personnel " Prime Contractor ~ DBE Commit Trairing Plan™

Contract ID: [CNB0Z2E Fed St/Pr Prj Nbr: [BR-STP-224(8]
Slalus:ﬁﬂve—' Primary PCH: ’E-E-D-‘Tm_
Flegion:'4— Unit: lU_4-2— = Funding
Progress Sched: | VYariance Pct: lﬁ ?: :Tdma: S
State/Province
Desc: ;SF! 224 Bridge and approaches aver Little Owl Creek [L.M. { " 'Both
Time Charges: [Completion Date Bid Days: m Bid Amt: Im
Contract Type: ’CDNSTHUCT\DN I Fed Oversight
Work Type: IBridge Conshr [new, widening, reconstr] " Local Oyersight
Proposal Fund Type: l—
Spec w:lﬂ Unit Spstem: IEngT Suppl Spec Bk Yr: I_‘ Al ID: I—‘
I;tzig:?on: Wage Decision ID Wage Decision iption Genil Wg Dcsn ID
2003 Minimum ales for Federaléid High struiction I

The Description Folder Tab

Figure 2-2
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In TDOT, most of the fields on the Contract window are loaded from PES
and LAS and will not be modified in SiteManager except by the
Headquarters Construction and Finance Offices.

TDOT will primarily use the Completion Date Contract Time Charge type.

2En

In the following exercise, you will view the description for new active Contract
CNBO022E.

Exercise 2-2

User ID: jjO5757 Group: DCONREP Contract: CNB022E

1. What region and unit is this contract assigned to?

2. How is time calculated on this contract?

3. What is the value of this contract?
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Viewing the Contract Location

The Location folder tab displays the Contract location. Each Contract must have
one county selected as the primary county.

Etnntracts

Diescription “" Location " PaymentData °  Critical Dates 7 Primary Personnel " Prime Contractar ~ DBE Commit  © Trairing Flah

Contract ID: [CNEOZZE
Location: IConst. of Conc. |-Bm Br. on SR 224 over Lick Crk LM 1.47
|Carist. of Cone. 1-Bm Br. on SR 224 over Lit. Dwl Crk LM 4.53

Beg Sta Nbr: W Beg T ermini: l_ Route Nbr: ,224—
End 5ta Nbr: ’D_— End Termini: l_ Highway Nbr: I_
Road System: ISDaces Highway Type: |Spaces
Town: |

| Contract County Primary County

The Location Folder Tab

Figure 2-3

C=R

In the following exercise, you will view the location for Contract CNB022E.

Exercise 2-3

User ID: jjO5757 Group: DCONREP Contract: CNB022E

1. Click the Location folder tab.
2. What is the Primary County of Contract CNB022E?
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Viewing Contract Payment Data

The Payment Data folder tab can be used to automatically calculate common
construction computations.

Etnntracts
“ Descripion Lacation ':.Paymenl Data * Criical Dates Primary Personnel © Prime Contractor ~ DBE Commit  © Tramng Plan
Contract ID: [CNEO2ZE Current Contract Amt: $985,850.80
Generate Est] Day: I_ Contract Limit Aml:l $.00 Liquidated Dam Rate Amt: I $985,850.80
Generate Est2 Day: [_ Contract Limit F‘cl:l .00 I Auto Liquidated Dam
e TANGE I Price Adjmnt Ind
| I Secusities Allowed [ Retain Stkpiled Ind ¥ Unlimited Escrow Max Escrow Amt: $.00 |

-
Retainage Changes:

‘Work Compl Basis Effect Date Pct Pct Baze Max Pct Max Amt Lump Amt  Trgr Pct  Trgr Base
2rizms | odcurmentan] od sod sod ogepamr | |

The Payment Data Folder Tab

Figure 2-4

\ In TDOT, the functions of this window will not be used.

2=k

In the following exercise, you will view the payment data for Contract
CNBO022E.

Exercise 2-4

User ID: jjO5757 Group: DCONREP Contract: CNB022E
1. Click the Payment Data folder tab.
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Viewing Critical Dates

The Critical Dates folder tab displays Critical Dates in the life of the contract.
The Critical Date types were defined during system development and cannot be
added or deleted. These dates are considered critical because SiteManager
includes them in the standard Contract reports. When a new Contract is added
from the pre-construction system, PES and LAS, SiteManager includes the
Critical Date types defined in the Default Critical Date reference table. A few of
the dates, such as Letting Date, come over from the pre-construction system.

When an Actual Date is entered, the system can send notices to an individual
recipient.

In SiteManager, the Notice to Proceed date is important because:

e It must be entered before any Estimates may be generated

e It starts charging time against the contract for Fixed Completion Date
contracts

ﬂtnntracts -

Diescription b Lacation “ Payment Data * Critical Dates Primary Personnel " Prime Contractor ~ DBE Commit Trairing Plah

Contract ID: JENBOZZE

Critical Date Description Actual Date Required to Activate Required to Finalize .

Award Date 02/28/05 N N
Price Adjustments Base Date 02/01/05 M N
Execution Date 03/25/05 i N
Letting Date 02/14/05 &} i}
Original Completion D ate 11415/05 M vl
Checked Out to Field Date 03/03/06 M N
Subgtantial \Woark Complete D ate 00,0000 M N
Contractor Bankmptey Date 00/00/00 M N o
Contractor Default Date 00/00.00 N N
Matice to Proceed Date 04/14./05 i N
Signed Date 00/00/00 M i}
Wark Begin Date 00/00/00 M M _'J

Critical Date Description: lConlraclol Final Release Date

Actual Dccurrence Date: W I Aequired to Activate [ Required to Finalize

Distribution List: | Recipient I1D: I—
Message Texl:l

The Critical Dates Folder Tab

Figure 2-5

In the TDOT, the Critical Dates folder tab is updated by the Headquarters
Construction and Finance Offices.

In TDOT, the Notice to Proceed is updated by the Headquarters Finance
Office when the Starting Notice Report is received from the Office Staff.
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SiteManager
Critical Date Name

TDOT Term (if applicable)

Accepted Date

Final Inspection Date

Adjusted Completion
Date

Prorata Date — The original completion date altered
by a Change Order (Supplemental) plus time
adjustment for item overruns/underruns.

Assigned to FM Date

N/A

Award Date

Award Date

Checked Out to Field Date

System populated when the contract is pipelined out
to standalone. Changed back to zero when checked
back in.

Commissioner Approved
Completion Date

The original completion date altered by a Change
Order (Supplemental).

Contract Archived Date N/A
Contractor Bankruptcy N/A
Date

Contractor Default Date N/A

Contractor Final Release
Date

Claim Expiration Date (Advertisement Due Date)

Execution Date

Accepted Date

Letting Date

Letting Date

Notice to Proceed Date

Effective Date or Work Begin Date (whichever is
earlier). Time charges start on this date. For SP
108B Resurfacing, this is the begin date or at least as
early as the number of days required before the
original completion date.

Open to Traffic Date

N/A

Original Completion Date

The completion date established by the contract.

Price Adjustments Base
Date

Auto-populated with first day of letting’s month
(even if no price adjustment exists)

Physical Work Complete  [N/A
Date
Signed Date Signed Date

Substantial Work
complete date

Date to Stop Charging Time (for Completion Date
contracts)

Work Begin Date

Date Work Actually Began (Starting Notice)

The TDOT Equivalents to Default Critical Dates

Table 2-1
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In the following exercise, you will view the Actual Date of a Contract Critical
Dates for Contract CNB022E.

Exercise 2-5

User ID: jjO5757 Group: DCONREP Contract: CNB022E

1. Click the Critical Dates folder tab.

2. Inthe Critical Date Description list box, scroll to and click Notice
to Proceed Date. The data for the Notice to Proceed Date is
displayed below the list.

3. What is the Notice to Proceed Date ?

4. What is the Original Completion Date?

66



Viewing a Contract Trnseport SiteManager® Learning Guide
SiteManager for Management Personnel Section 2 Contract Administration

Viewing Contract Primary Personnel

The Primary Personnel folder tab displays Contract’s primary State personnel.
Every Contract must have a Project Manager and a Project Engineer. When a
user is designated as the Project Manager and/or Project Engineer on the
Contract, SiteManager adds that user to Contract Authority automatically. If
primary personnel are later replaced, SiteManager starts authority for the new
personnel and ends authority for the previous personnel.

The terms Project Manager and Project Engineer are SiteManager terms and have
no particular significance other than the fact that they are the first two to receive

Contract Authority.
Eontracts -
7 Descripion Location 7 PaymentData  Critical Dates Primary 7 Prime Contractor ~ DBE Cammit  ° Tramna Flan
Peizsonnel
Contract ID: !CNBDZZE
Project Manager: |jji5753 hohnsnn, Tracy
Project Engineer- |jil5753 Hohrson, Tracy

Contract Designer: iFMM
Contract Created By: [SYSTEM

r—Motification Recipi

Contract Status Ch d to Active: ‘

’7 User ID: I Distribution List: |

Work P Behind 5chedul

’7 User ID: | Distribution List: | ‘
"Civil Rights Exception Report G

ted-
User ID: l Distribution List: | ‘

The Primary Personnel Folder Tab

Figure 2-6

At TDOT, the Headquarters Construction Office will enter the assigned
Project Supervisor in both the Project Manager and Project Engineer field.

ZEn

In the following exercise, you will view the Project Manager and Project
Engineer assignments for contract CNBO22E.

Exercise 2-6

User ID: jj05757 Group: DCONREP Contract: CNB022E

1. Click the Primary Personnel folder tab.
2. Who is the Project Supervisor for Contract CNB022E?
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Viewing the Prime Contractor and Associates

The Prime Contractor folder tab displays the Prime Contractor, the Prime
Contacts, and the Prime Associates. At a minimum, SiteManager requires a
Prime Contractor, Surety company, and Insurance company to be designated.

Etuntracts n

Description i Location * Payment Data ° Critical Dates * Primary Personnel Prime * DBE Commit Trairing Flah i
Contractor
Contract ID: !CNED22E
Cumrent Prime: lDUDDUBS434 I\/Ulunleel Bridge Construction, Inc. I~ Joint Ventuie
Payroll
™ Required Freq in Weeks: lD Max Subcontract Pct: | 70.00 I Subcontractors Paid
Bankruptey Date: (00/00/00 Bankruptey Type Desc: ISpaces
Defaulted
[ Indicator  Reason: [Spaces Date: [D0/00/00
DOriginal Prime Contractor: | |
Prime Contacts: Contact Hame Contact Type User Id
Prime Associates: | Aszoc Vendor ID Aszzociate Shorit Hame Associate Type

BE&T - THORNTON & HARWELL

0070024355 SITEMAMNAGER GEMERIC INSUIRANCE Insurance
0070024364 AMERICAN CASUALTY CO. OF READING, P& Surely

The Prime Contractor Folder Tab

Figure 2-7

Since TDOT does not record an insurance company for the prime
contractor, the placeholder value, SiteManager Generic Insurance, is
substituted for a real value. TDOT will record actual associates for:
e Bonding
e Surety

gﬁ Exercise 2-7

In the following exercise, you will view the Prime Contractor’s surety and insurance
companies for Contract CNB022E.

User ID: jjO5757 Group: DCONREP Contract: CNB022E

Click the Prime Contractor folder tab.
Who is the Prime Contractor?

3. Who is the Bonding Company?

4. Who is the Surety Company?
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Viewing the DBE Commitment Goal

The DBE Commit folder tab displays the DBE commitments for a Contract. If

the Prime Contractor is a DBE, the User can also enter the DBE Work Class on
this folder tab. The system calculates the DBE commitment amounts displayed
on this folder tab using values entered on the Subcontracts panel.

Etuntracts -

Description i Location " PaymentData ° Critical Dates PFrimary Personnel " Prime Contractar DBE Commit ~  [iaimno Flan i

Contract ID: [CNBOZZE DBE Work Class: [Spaces

DBE Goal Percent: I .0n DBE Goal Yalue: I$.UD

—DBE C
Original Amount: I $.00
Total Current Pct: I 297
Total Current Amount: I $29,684.00

—Total DBE Sub

Installed to Date: I £.00

Towards Goak $29,684.00
Mot Towards Goal $.00

Amount: I $29.684.00

The DBE Commitment Folder Tab

Figure 2-8

C=R

In the following exercise, you will view the DBE goal.

Exercise 2-8

User ID: jj05757 Group: DCONREP Contract: CNB022E

1. Click the DBE Commit folder tab.
2. What is the DBE Commitment Total Current Pct?
3. Click the Close button.

The Training Plan Folder Tab

The Training Plan folder tab is grayed out because it is obsolete functionality
deactivated by AASHTO.
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Viewing a Subcontract

The Subcontract panel lets the User add, modify, and delete Subcontracts and
Subcontract data. The panel also displays calculated DBE commitment amounts.
The User can define both parent Subcontracts and lower level Subcontracts.

RESSNGICEE (EESETE Contract ID - [CNEOZZE

SubCont Mbr: iU'I— Parent Subcont Nbi: I—- Supp/Hauler Ind [
Subcontractor: [APAC-MISSISSIPF, INC. Contract DBE Goal Pct: IDD_
SubCant Type: [NON-SPECIALITY SUBCONTRA DBE Type: [Spaces Veiified Pagpment Amt

Work Type: hsphalt Paving [including resuifac  Cert Type: | ’7Lasl: [oo Total: [0
Approval Date: ’m Pct Twids DBE Goal: | 00 Fed Supp/Haul Fund Pct: IUD_.
Amounts  Pect of Total Sub'd  Pct of Total Contract

This SubContract: | 58.907.50 | 4256 | 538
This Original Commitment : | ili] [ ] [ .0d
This Current Commitment: | 0.00 [ 0 [ 0o
- _TEI EQEI amﬁm:n_t: !_D-U |_U-D
Total Current Commitment: !m IW
Total Allowable Max [non-spclty): ’_51_0_5“5-;1-?-1' I_R’FS_S
Total Towards Max [non-spclty): lwi IW
Total Spcity Subcontracted: !Wﬁ [_55é
Total Subcontracted: !_m I_WTﬁ

The Subcontracts Description Folder Tab

Figure 2-9

In TDOT, HQ Construction will load all Subcontracts into SiteManager and
enter the approval date. The field office will add the equipment and
personnel to the subcontract’s DWR Master List for the Contract.

Subcontract Descriptions

The User enters the Subcontractor and DBE commitments on the Description
folder tab. To be selected as a Subcontractor, a Contractor must first be entered
as a vendor in the Vendor reference tables. When a new Subcontract is saved, the
system adds the Subcontract amount to the total amount of uncompleted work for
the Subcontractor. This value is displayed on the Vendors panel in Reference
Tables (CA). The Contract’s Prime Contractor cannot be selected as a
Subcontractor on the Contract.

The percentage of the Subcontract that can be counted towards the Contract’s
DBE goal depends on the Subcontract’s level, the Subcontractor’s DBE status,
and whether or not the Subcontract includes Items. A Parent Subcontract with a
DBE Subcontractor and Items is always counted 100% towards the Contract’s
DBE goal. If the Subcontract has no Items (i.e., the Subcontractor is a
supplier/hauler), the User enters the percentage counted towards the DBE goal.
For nested Subcontracts, if a higher-level DBE Subcontract is counted 100%
towards the DBE goal, the percentage of the nested Subcontract is always zero.
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Exercise 2-9
In the following exercise, you will view a Subcontract description for Contract
CNBO022E.
User ID: jjO5757 Group: DCONREP Contract: CNB022E

Click the Contract Administration folder tab.

2. On the Contract Administration panel, double-click the
Contractor Management icon.

3. On the Contractor Management panel, double-click the
Subcontracts icon.

How many subcontracts are there for Contract CNB022E?
How many subcontracts are DBEs for Contract CNB022E?

In the Subcontract list box, scroll to and double-click Subcontract
Number 01 APAC-MISSISSIPPI, INC.

What is the approval date for this subcontract?
What is the amount of this subcontract?

Is this a nested subcontract?
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Viewing Subcontract Items

The Subcontract Items folder tab lets the User add, modify, and delete
Subcontract Items. If the Subcontractor is a hauler or supplier only, the
Subcontract will not have Items. If the Subcontract has no Items, the User must
enter the Subcontract Amount manually. If the Subcontract has Items, the

Subcontract Amount is the sum of all of the Item amounts and the User cannot
modify it.

P subcontracts

SO LIS Contract ID : |CHBOZZE Subcontract Nbr : [

mber Line Item Item Code Units Type  Specialty

94 307-01.01 [Ton [N [ASPHALT CONCRETE MIx [P ) [BPMB-HM) GRADING & | |

0120 307-0.08 Taon N ASPHALT CONCRETE MIX [PGE4-22) [BPME-HM] GRADING B-bZ
56019-3220-94 0130 402-01 Tan N BITUMINOUS MATERIAL FOR FRIME COAT [FC)
56019-3220-94 0140 40202 Tan N AGGREGATE FOR COVER MATERIAL (PC)
55013-3220-34 0150 403 Tan N BITUMINOUS MATERIAL FOR TACK COAT [TC]

-
«| | 3

Pri Nbr: 55019322094 Line Item: [0110

Supp Descl: |
Supp Desc2: |
Quantity Unit Price $ Amount §
Contract Bid: | 545000 [Ton I 3500000 | 2123800
Current Contract: | 546,000 [Ton | 39.00000 | 21.234.00
Parent Subcontract: | .o | I 00000 | .00
This Subcontract: | B4E.000 [Ton | 36.35000 | 18.847.10
[" Shared level 1 ltem Ind Subcontract Amount: | 53,307.90

The Subcontracts Items Folder Tab

Figure 2-10

ZEn

In the following exercise, you will view a Subcontract item for Contract
CNBO22E.

Exercise 2-10

User ID: jjO5757 Group: DCONREP Contract: CNB022E
Click the Items folder tab.

2. How many items are on this subcontract?

What is the total quantity and dollar amount for Project Number
55019-3220-94, Line Item 0110, Item Code 307-01.01, Short
Description Asphalt Concrete Mix?

4. Click the Close button.
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Review for Section 2

To view a Contract’s description:

1. Onthe Main Panel, double-click Contract
Administration icon.

2. On the Contract Administration panel,
double-click the Contract Records icon.

3. On the Contract Records panel, double-
click the Contracts icon. The Contracts
panel opens.

4. Click the Open button. The Select Contract
list is displayed.

5. Inthe Select Contract list box, scroll to and
double-click the Contract ID or perform a
Find. The Select Contract list closes and the
Description folder tab is displayed.

To view a Contract’s location:

1. On the Contract Records panel, double-
click the Contracts icon. The Contracts
panel opens.

2. Click the Open button. The Select Contract
list is displayed.

3. Inthe Select Contract list box, scroll to and
double-click the Contract ID or perform a
Find. The Select Contract list closes and the
Description folder tab is displayed.

4. Click the Location folder tab.

To view a Contract’s payment data:

1. On the Contract Records panel, double-
click the Contracts icon. The Contracts
panel opens.

2. Click the Open button. The Select Contract
list is displayed.

3. Inthe Select Contract list box, scroll to and
double-click the Contract ID or perform a
Find. The Select Contract list closes and the
Description folder tab is displayed.

4. Click the Payment Data folder tab.

To view the Actual Date of a Contract Critical Date:

1.

ok~

On the Contract Records panel, double-
click the Contracts icon. The Contracts
panel opens.

Click the Open button. The Select Contract
list is displayed.

In the Select Contract list box, scroll to and
double-click the Contract ID or perform a
Find. The Select Contract list closes and the
Description folder tab is displayed.

Click the Critical Dates folder tab.

In the Critical Date Description list box,
scroll to and click the date. The data for the
selected date is displayed below the list.

To view Primary Personnel for a Contract:

1.

4.

On the Contract Records panel, double-click
the Contracts icon. The Contracts panel
opens.

Click the Open button. The Select Contract
list is displayed.

In the Select Contract list box, scroll to and
double-click the Contract ID or perform a
Find. The Select Contract list closes and the
Description folder tab is displayed.

Click the Primary Personnel folder tab.

To view a Prime Contractor:

1.

4.

On the Contract Records panel, double-click
the Contracts icon. The Contracts panel
opens.

Click the Open button. The Select Contract
list is displayed.

In the Select Contract list box, scroll to and
double-click the Contract ID or perform a
Find. The Select Contract list closes and the
Description folder tab is displayed.

Click the Prime Contractor folder tab.

To view the DBE goal for a Contract:

1.

On the Contract Records panel, double-
click the Contracts icon. The Contracts
panel opens.

Click the Open button. The Select Contract
list is displayed.

In the Select Contract list box, scroll to and
double-click the Contract ID or perform a
Find. The Select Contract list closes and the
Description folder tab is displayed.

Click the DBE Commitments folder tab.
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To view a Subcontract:

1.

On the Contractor Management panel,
double-click the Subcontracts icon. The
Subcontracts panel opens.

Click the Open button. The Select Contract
panel opens.

In the Contract ID list box, scroll to and
double-click the Contract.

In the Subcontract list box, scroll to and
click the Subcontract.

Click OK. The panel displays data for the
selected Subcontract.

To view an Item on a Subcontract:

1.

On the Contractor Management panel,
double-click the Subcontracts icon. The
Subcontracts panel opens.

Click the Open button. The Select Contract
panel opens.

In the Contract ID list box, scroll to and
double-click the Contract.

In the Subcontract list box, scroll to and
click the Subcontract.

Click OK. The panel displays data for the
selected Subcontract.

Click the Items folder tab.
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Summary Exercise for Section 2

In the following exercise, you will review Contract CNB022F.

User ID: jjO5757 Group: DCONREP Contract: CNB022F

© © N o g &~ w DN PRF

Navigate to the Contracts window.
Open Contract ID CNB022F.
What is the Work Type for this contract?

What Region and Unit is this Contract Assigned to?
What is the Time Charge?

What is the Execution Date of the contract?

What is the bonding company?

Navigate to the Contractor Management folder tab.

Open the Subcontracts window and open Subcontract 02 INTERNATIONAL TRAFFIC
SYSTEMS, INC. on CNBO022F.

. Is this subcontractor a DBE?
11.
12.
13.

Is this Subcontractor approved to begin working on this Contract?

Is this subcontractor approved to install Line Item 0610, Item Code 730-50?
Exit SiteManager.
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Learning Module

Section 3 Estimate Basics &

Approval
for Management Personnel

By the end of this module, you will be able to:

e Understand the Basic Concepts of Daily Work Reports
e View DWR

e View Diary

e View In-Box Estimate Message

e View the Estimate Summary

e View Estimate Discrepancies

e Generate the Summary To Contractor Report

e Approve Estimates

e Track Estimates

May 2007
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Daily Work Reports |

The User creates daily records of construction activity in Daily Work Reports.
SiteManager lets the User create DWRs on the workstation in the field. Before
the Inspector can create the first DWR for a Contract in standalone mode, the
Contract plan data must be downloaded from the SiteManager Server database to
the User’s workstation. After the User pipelines the Contract plan data onto the
workstation’s local database, the User can begin creating DWRs in standalone.
Typically, for each Contract, each User submits one DWR per day. Only the User
who creates the DWR may modify it.

The Daily Work Report Select panel lets the User open a DWR. The panel lists
all of the DWRs stored on the workstation for the selected Contract and the
selected User ID. The User can only access the DWRs stored in the local
database in standalone mode. The User can open any DWR in the database, but
the User cannot modify a report the User did not create. The DWR opens as
Read Only if the system finds one of the following:

e The Daily Work Report has been transferred to the server or standalone
database

e The Daily Work Report has been authorized

e The Daily Work Report was authored by another User

.| Daily Work Reports
? DWR Info. & Contiactors " Contractor Equip Daily Staff | Wk Items Force Accounts
Contract ID |[CNBOZ220 Inspector  fwianen, Jackie
DWR Date: | 04/28/05
Locked: Fln Temperature Weather Conditions
Authorized: [res High: 73 ﬁ AM: |Sunny LJ
= . ] . S -
Authorized Date: [05/16/05 Low:| 52 2 P.M.: |Sunny E|
No Work Items Installed: | Work Suspended: |
Mo Contractors On Site: | Suspended Time: 00:00 ﬂ
Mo Daily Staff On Site: | Resumed Time: 00:00 i
Remarks:
“work Performed- i~ Clearing ROW and Staking out Bridge #2.
Accident
EED |ssues
v

The DWR Info Folder Tab

Figure 3-1
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In TDOT, the Inspector will complete a DWR for every day during the life
of a project, including weekends and holidays. DWRs may also be created
by Field Office personnel.

A DWR may be created in Standalone Mode or Server Mode.

In TDOT, field users are required to complete the DWR Date,
Temperature, Weather Conditions, and appropriate Remarks (“Work
Performed” at a minimum) on the project for the date of the DWR.

For the Remarks type “Work Performed,” the field user should enter
contractor’s name and details regarding item work progress.

The Daily Work Reports window has the following folder tabs:

DWR Info

The DWR Info folder tab lets the User create a new DWR and collect
information about the day for which the report was created.

Contractors

The Contractors folder tab lets the User enter daily data about the Prime and
Subcontractor(s), Supervisor(s), and variable labor (by personnel type).

Contractors Equip

The Contractor Equip folder tab lets the User document the daily presence and
use of equipment on the job site for a selected Contractor.

Daily Staff

The Daily Staff folder tab lets the User enter daily information on state
employees and consultants. Each entry shows how many hours the staff member
worked, the type of work performed, and data on state vehicle usage.

Work Items

The Work Items folder tab lets the User view and add daily usage data for
installed Work Items.

Force Accounts

TDOT will not use this feature.
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2En

Exercise 3-1
In the following exercise, you will log on as a Project Supervisor and view a Daily
Work Report.
User ID: jj05753 Group: PJSUPS Contract: CNB022Q
1. Double-click the SiteManager Training program icon on your desktop.
2. Inthe User ID field, type jjO5753.
3. Press the Tab key.
4. Inthe Password field, type pass.
5. Press Enter.
6. On the Main Panel, double-click the Daily Work Reports icon.
7. On the Daily Work Reports panel, double-click the Daily Work Reports icon.
8. Click the Open button.
9. Inthe Contract list box, scroll to and double-click Contract CNB022Q.

=
o

. In the Inspector list box, scroll to and double-click Inspector Warren, Jackie.
. In the Date list box, scroll to and double-click 04/28/05.

. Click the OK button in response to the message.

. Click the Contractors folder tab.

. Click the Contractor Equip. folder tab.

. Click the Daily Staff folder tab.

. Click the Work Items folder tab.

. In the Work Item list box, scroll to and double-click Line Item Number 0110,
Category 0100, Project 55019-3220-94 ASPHALT CONCRETE MIX (PG64-
22) (BPMB-HM) GRADING A.

18. Click the DWR Template button.

19. Double-click Template ID SM39.

20. Click the Close button to close the template.
21. Click the Close button to close the DWR.

e e N i o
~N o 0o~ W DN R
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Diary Overview

Each Diary is a daily collection of the authorized Daily Work Reports submitted
by all personnel working on the Contract. Only one Diary can be created per day
per Contract. Diaries can also be created for days when no Daily Work Reports
are collected. The Diary panel has two folder tabs:

e Authorize (approving for payment)
e Charge
The User uses the Diary window to perform five functions:

o Create a new or open an existing Diary for a specific contract
and day

e Preview Daily Work Reports for a specific contract and day
e Authorize them (or not) for payment on the next estimate.
o Apply Charges for a specific contract and day

¢ Make Remarks

" Authorize Charge i

Contract ID: [CNEO220
Diary Date: | 04/23/05  Last Modified User ID: jjo5751 Creator User 1D: jj05753

nspeclol Aulhonzed Authorized Date [DWH Temglale
Gutlerrez Sandy |7 05/16/05

Remarks:
ok Performed- A

Accident
EED lssues

v

The Authorize Folder Tab
Figure 3-2

In TDOT, the Lead Inspector or Project Supervisor will create a Diary for
each day during the life of a contract, including weekends and holidays.
The Lead Inspector or Project Supervisor will review and authorize all
applicable DWRs associated with the Diary.
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&t Exercise 3-2

In the following exercise, you will view the Diary window.

User ID: jj05753 Group: PJSUPS Contract: CNB022Q
1. On the Daily Work Reports panel, double-click the Diary icon.
2. Click the row for Inspector Warren, Jackie.
3. Click the Preview DWR button.
4. Click the Close button to close the preview.
5. Click the Close button to close the Diary.
6. Click the Main Panel folder tab.
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SiteManager Estimates Overview

The Estimate Generation process manages the Estimate functionality from the
generation of an Estimate through the creation of the extract file for the
transportation agency’s financial system. The functionality is divided into the
following areas:

e Generation of the Estimate

e Review of Estimate Summary information

e Resolution of Estimate discrepancies

e Review of Estimate item details

e Approval of the Estimate

e Tracking of the Estimate status

tain Panel T Contractor Paymentz(+] T E stimate[+]
L F ¢
E stimate E stimate Estimate [tem  Estimate ke Estimate History E stimate
Summary Dizcrepancy Dietail FPaybook Approval

E stimate:
Tracking

The Estimate Panel

Figure 3-3
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The Estimate generation process allows the user to generate an Estimate for the
Contract. The user selects to generate a progress or a final Estimate from the
Contractor Payments component. The system then performs a background
process which performs the following activities:

o Delete pending Estimate. This activity deletes any previous pending
Estimate which has been calculated but not approved. The deletion will
remove only details tied to the previous pending Estimate.

e Determine quantities for payment. This activity will determine the
guantity to be paid for each line item on the Contract which has items
installed for the Estimate period.

e Calculate stockpiled materials. This activity will determine if an
installed item has stockpiled materials. If it does, the process will use a
stockpiled materials conversion factor to add a new line item adjustment
to adjust the amount of payment which is to be made for the line item.

o Identify discrepancies. This activity checks for and reports
'discrepancies' for the work being performed by defined rules and
conditions, e.g., actual completion dates for milestones with projected
completion dates during the Estimate period. This activity provides a
window with discrepancy details for the Project Supervisor so that
proactive steps can be taken for various project issues.

e Determine Funding Amounts. This activity will calculate the funding
amount for the different funding sources based upon the funding given
for the Contract, project, category or item.

TDOT Estimate Generation Schedule

In TDOT, all Progress Estimates are generated by the Office Staff of the Unit
assigned the contract. Before the Estimate Generation and Reconciliation Cycle
can begin, the Inspection staff must pipeline all DWRs through the DWR Ending
Date for their region to the server. The following table outlines the Estimate
Generation schedule for each of the Regions.

Ending DWR Date (Estimate | First Day Office Staff Can
Region First DWR Date End Date) Generate Estimate
Region 1 | 21% day of the previous Through 20" day of the 21% day of the current
month current month month
Region 2 | 1* day of the previous month | Through the last day of the 1* day of the current month
previous month
Region 3 | 1™ day of the previous month | Through the last day of the 1% day of the current month
previous month
Region 4 | 16™ day of the previous Through the 15" day of the | 16" day of the current
month current month month

The TDOT Progress Estimate Generation Schedule

Table 3-1
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Viewing an In-Box Estimate Approval Request Message

As part of the estimate approval process, when an estimate is created and
approved at a lower approval level, SiteManager generates a system message
notifying the next user in the approval process that an estimate is ready for
review and approval. This message appears in the user’s In-box.

Uszer Mame Date-Time Subject
SYSTEM | 1102106 11:06:31 Eslimate Mbr 0001 of Contract ID CHBD220Q Awaiting
SYSTEM | 08/28/06 13:45:20 |E stimate Mbr 0002 of Contract ID CHBO22P Awaiting A
|SYSTEH | 030106 14:28:14 |E stimate Nbr 0001 of Contract ID CNBO22R Awaiting 4
Smith. Pat | 05/26/06 08:52:10 |Fumard Submitted Documents
SYSTEM | 0418105 16:35:34 |E stimate Mbr 0001 of Contract ID CHBO22P Awaiting A
|Burke, Kelzey | 050106 20:56: 36 |Ehange Order Approval Cycle
Burke, Kelzey | 080108 20:55:56  [Change Order Appraval Cycle
[B urke, Kelzey | 07/3106 15:35:58  |Change Order Appraval Cycle
|Burke, Kelzey | 073106 12:40:03 |Ehange Order Approval Cycle
< >

The In-Box Window
Figure 3-4

&t Exercise 3-3

In the following exercise, you will view a message on the In-box window for contract
CNB022Q, Estimate 0001.

User ID: jj05753 Group: PJSUPS Contract: CNB022Q

On the Main Panel, double-click the Accessories icon.
On the Accessories panel, double-click the In-Box icon.

Double-click the message titled Estimate Number 0001 for CNB022Q
Awaiting Approval. The Estimate Approval window opens.

In the Contract list box, double-click Contract CNB022Q.

Click the Close button to close the window with out approving the estimate.
Click the No button.

Click the Close button.

Click the Main Panel folder tab.

N o g &
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Viewing the Estimate Summary

The Estimate Summary window allows the User to view calculated Estimate
summary information. It may be accessed from the Estimate panel or from the In-
Box. The window shows three sets of totals:

e Previous Estimate(s) - Combined totals for previous Estimate(s)

e This Estimate — totals for the current Estimate

e Totals to date — combined totals for all Estimates

] AASHTO SiteManager LX)
File Services Wfindow  Help
Brf e B e
¥ Estimate Summary g@@‘
Contiact ID:  [CHBOZ20 Estimate Nbr: {0001
Previous This Total [$)
Estimate(s) [$] Estimate ($] To Date
Item Earnings: $0.00 $96,811.20 $96.811.20
Participating: [ 0o | Bz | $36.811.20
Non - Participating: I nm | snoo0 | $0.00
Retainage: I s sa0n | $0.00
Stockpiled Materials: | $000 | $E000 | $50.00
Incentive: I 000 | $000 | $0.00
Disincentive: [ s000 | $000 | $0.00
Liquidated Damage: I 0m | 5000 | $0.00
Other Adjustments: [ $000 | #s506005] | (435,050.05)
Paid To Contractor: I som | GIEURCI| 180115
Felicienn Paprolls: [~ Civil Rights Rpt. Deficiency: [ Item: I

Subcontractors Paid : [

The Estimate Summary Window

Figure 3-5
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@t Exercise 3-4

In the following exercise, you will view the Estimate Summary window for contract
CNB022Q.

User ID: jj05753 Group: PJSUPS Contract: CNB022Q

On the Main Panel, double-click the Contractor Payments icon.
On the Contractor Payments panel, double-click the Estimate icon.
On the Estimates panel, double-click the Estimate Summary icon.
Double-click Estimate number 0001.

What is the amount paid to the contractor on this estimate?

o~ D E

Avre there discrepancies on this estimate?
7. Click the Close button.
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Viewing Estimate Discrepancies

SiteManager identifies the discrepancies associated with an Estimate and
displays them in the Estimate Discrepancy window. The discrepancies are of two
levels: discrepancies at the Estimate level and discrepancies at the item level. For
instance, if a Checklist Event Date is not met, the discrepancy is associated to the
Estimate. If an item overrun is displayed, the discrepancy is associated with the
specific line item.

Estimate discrepancies are listed at the top of the Estimate Discrepancy window,
and the item discrepancies are listed after them. The Status field values are either
‘Unresolved’ or ‘Override.” When the Recalculate Discrepancies function is
selected from the Services menu, or if the Estimate is regenerated, the
discrepancies are re-determined.

¥ Estimate Discrepancies

Contract ID: [CMBEO220 Estimate Nbr: 00071  Skatus: ||MAP
Description Status By Resolve Resolve
Date Time

/07 5 Owerrun Limits, 11/02/08 |17:05:37
Major [kem 550139-3220-94/0110 exceeds Overun Limits. Owernde 05754 11402406 11:06:07

The Estimate Discrepancy Window

Figure 3-6

=

The Navigate Button
Figure 3-7
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TDOT Discrepancy Types

There are four types of discrepancies utilized at TDOT. Each are identified using
different criteria.

Overrun Discrepancy — Occurs if a major item is overrun by 5 percent or more
and a minor item overrun by 10% or more.

Milestone Completion Date Missed Discrepancy — Occurs if a milestone has
not been completed within the time frame specified on the Milestones window.

Contract Completion Date Missed Discrepancy — Occurs if work is recorded
on a DWR beyond the Contract Completion Date specified on the Contracts
window/Critical Dates folder tab.

Checklist Event Completion Date Missed Discrepancy — Occurs if the Actual
Date of the Checklist Event has not been entered on the Checklist Event Dates
window within the time frame specified on the Checklist Scheduled Events
window.

In TDOT, if an estimate discrepancy on a Progress Estimate cannot be
resolved, the discrepancy must be overridden with an explanation.
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&t Exercise 3-5

In the following exercise, you will review an Estimate Discrepancy on Estimate 0001
for contract CNB022Q.

User ID: jj05753 Group: PJSUPS Contract: CNB022Q

On the Estimate panel, double-click the Estimate Discrepancy icon.

2. Click the discrepancy that says Major Item 55019-3220-94/0120 exceeds
Overrun Limits.

Click the Remarks button.
4. What is the reason for this Override?

Click the Remarks button.

Click the discrepancy that says Major Item 55019-3220-94/0110 exceeds
Overrun Limits.

Click the Remarks button.
What is the reason for this Override?

9. Click the Remarks button.
10. Click the Navigate button.

11. Click Yes to the message. The Estimate Item Detail window displays the bid
amount for each item on the estimate, as well as the amount paid for on this
estimate. Review line items 0110 and 0120.

12. Click the Close button.
13. Click the Close button.
14. Click the Contractor Payments folder.
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Generating the Summary to Contractor Report

The Summary to Contractor report displays the amounts to be paid to the
Contractor based on the estimate. The report summarizes previous payments
made to the Contractor and the current status of the Contract when the estimate is
generated. An itemized description of quantities and amounts on all items in
every project contained in the estimate is also given.

The report consists of two pages. The first page summarizes the Contract
information. The second page lists the quantities and amounts of all the items for
each project in the Contract.

Rpt-ID: RCPCSUM1 Tennessee Date: 11/02/2006
User: Department of Transportation
Estimate Surmary to Contractor
Vendor ID: 0000085434 Vendor Name: VOLUNTEER BEIDGE CONSTRUCTION, INC
Contract ID: CHB0220) Estimate Number: 0001 Pay Period: 04/14/2005

to: 05/15/2003

IMSIDE IF CONDITION

Contract Location: Time Allowed: 0.0 days
Const. of Conc. I-Bm Br. on 5K 224 over Lick Crk LM 1.47 Time Charged: 31.0 days
Elapsed Calendar Days: 31.0 days
Percent Time: 0.00 %
Contractor:
WVOLUNTEER BRIDGE CONSTRUCTION, INC Date Let: 02/01/2005
PO EBex 627 Date Awarded: 02/28/2005
Decaturville, TH 38328 Date Contract Executed: 03/25/2005
Phone: Date Notice to Proceed: 0441442005
Date Work Began: OoM00000n
Date Time Stopped: Q0000000
Date Accepted: 00/00/0000

Escrow Agent:
Surety Co:
Estimate Paid: IO

The Estimate Summary to Contractor Report
Figure 3-8

In TDOT, staff will review the Summary to Contractor report to ensure
that the line item payment is correct. If changes are required, the Office
Staff will follow the Estimate Correction Procedure.

The Summary to Contractor Report should be printed in Landscape with
the smallest font size. Refer to the Review in this section for steps to modify
the font and print preference.
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&t Exercise 3-6

In the following exercise, you will generate the Summary to Contractor Report for
Estimate 0002 for contract CNB022Q.

User ID: jj05753 Group: PJSUPS Contract: CNB022Q

1. Onthe Contractor Payments panel, double-click the Process List icon.
2. Inthe Process List, click the Summary to Contractor.

3. Click the Run Process button.

STOP. Do not submit the process in SiteManager Training.

4. Click the Cancel Button

5. Click the Close Button.

A copy of the report is saved at C:\SMTRAINS\SMFILES to view during training.
6. Right-click the Start button at the bottom left of the screen.

7. Click the Explore choice.

8. Navigate to the C:\SMTRAINS\SMFILES folder.

9. Double-click Estimate Summary to Contractor CNB022P.htm.

10. After viewing report, click the Close button to close the browser window.
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Approving Estimates

The Estimate Approval window allows the authorized reviewers to approve all
Estimate types—progress or final. The approval process provides an audit trail
and prepares the Estimate for the creation of the extract file that can be used by the
Tennessee Department of Transportation’s financial system. The approval process
is conducted by a chain of approvals established during SiteManager installation or
at Contract setup. Each approval level corresponds to a User group within
SiteManager.

The Estimate is approved starting with the first level (Office Staff) and is
completed with the last reviewer who indicates that the Estimate is ready for
payment. A User that belongs to an approval group can approve any level lower
than their own approval level except for the first approval level. Once the last
approval level has approved the Estimate, a generic file layout is created which
contains all payment information required by the Tennessee Department of
Transportation’s financial system and available in SiteManager.

™3 Estimate Approve

Contract ID: |[CHEDZ20 Estimate Nbr: o001

Generated By: |ii|35?54 On: |1 0429/06 |13:29:2?:?55EID Type: PROG

Dffice Staff | [ 2 N R =0T 1 =TT

Finance Staff |

The Estimate Approval Window
Figure 3-9
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TDOT Progress Estimate Review and Approve Workflow

The Office staff will complete the following tasks as part of the estimate
generation and review process:

Estimate DWR Correction Workflow Tasks

Functional Navigation

1. Office Staff will delete the pending estimate if a Contractor Payments
correction must be made to a DWR/Diary for the > Estimate >
estimate period. If an adjustment has been made to | Estimate History
the estimate, the adjustment plug-in must be used
to place the estimate back in pending status prior to
deleting the estimate.

2. Office Staff / Lead Inspector will unauthorize the Daily Work Reports
DWR(s) that need to be corrected. Note: DWRs > Diary
created by Office Staff should be unauthorized by
the Office Staff; DWRs created by Inspection staff
should be unauthorized by the Lead Inspector.

3. DWR Creator (Inspectors only) will pipeline the Pipeline > Server to
DWR to standalone mode to correct the DWR. PM
Note: Office Staff DWRs are created and corrected
in Server mode. Inspection staff DWRs are created
and corrected in Standalone mode

4. DWR Creator corrects the DWR. Daily Work Reports

> DWR

5. DWR Creator (Inspectors only) will pipeline the Pipeline > PM to
DWR to server mode after correcting the DWR Server

6. Office Staff / Lead Inspector will authorize the Daily Work Reports
corrected DWR. Note: DWRs corrected by Office | > Diary
Staff should be authorized by the Office Staff;

DWRs corrected by Inspection staff should be
authorized by the Lead Inspector.
7. Office Staff will generate the Estimate and repeat Contractor Payments

Progress Estimate Generation workflow.

> Estimates >
Generate Estimate

The TDOT Progress Estimate Review Process

Table 3-2
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In TDOT, progress estimates are approved by:
e Office Staff
e Project Supervisor
e Finance Staff

In TDOT, the final estimate and supplemental estimate are approved by
the following personnel:

e Office Staff

e Project Supervisor

o Regional Director Rep
e Finance Staff

e Director of Construction

@t Exercise 3-7

In the following exercise, you will approve Estimate 0001 for contract CNB022Q.
User ID: jj05753 Group: PJSUPS Contract: CNB022Q

On the Contractor Payments panel, double-click Estimate icon.

On the Estimate panel, double-click the Estimate Approval icon. SiteManager

displays the Select Contract/Estimate list box.

Click the Approved check box (ON) for your level.
Click the Save button.

Click the Close button.

In the message, click the OK button.

N o g koo

In the Contract list box, scroll to and double-click the Contract CNB022Q.
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Tracking Estimates

The Estimate Tracking window is a view-only window that allows the tracking of
Estimate generation, approval, and rejection. A User can access the window to
determine where the Estimate is in the approval process.

E Estimate Tracking

The Estimate Tracking Window

Figure 3-10

Contract ID: |CNEDZ20 Estimate Nbr:  |0007
D ate Time Uszer ID
Generated [0/29/06 {32927 fii05754
Office Staff [11/02/06  [11:06:25 05754
Project Supervisor 11/02/06  [12:43:13 05753
Finance Staff [00/00400  |00:00:00 [

In TDOT, users may access this window to view the status of Estimates on
the Contract.

2=k

Exercise 3-8

In the following exercise, you will track an Estimate.

User ID: jj05753 Group: PISUPS Contract: CNB022Q
1. On the Estimate panel, double-click the Estimate Tracking icon.
2. What date was the estimate generated?
3. Who generated the estimate?
4. Click the Close button.
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Review for Section 3

To access the Daily Work Report window:
1. On the SiteManager main panel, double-
click the Daily Work Reports icon.

2. On the Daily Work Reports panel, double-
click the Daily Work Reports icon.

Click the Open button.

In the Contract ID list box, scroll to and
double-click desired Contract.

5. On the Inspector list box, scroll to and
double-click the desired User ID.

6. On the Date list box, scroll to and double-
click desired DWR Date.

7. Click OK.
8. Click the Contractors folder tab.

9. Select the desire Contractor to display
Supervisors and Personnel Types.

10. Click the Contractors Equip. folder tab.

11. Select the desired Contractor to display
Equipment.

12. Click the Work Items folder tab.

13. On the Work Items list box, scroll to and
click the desired Work Item.

14. Click the Record Work Items button.

15. Click the Select Work Items button and
repeat steps 11 and 12 until review of work
items is complete.

16. Click the Close button.

To view Work Item Data in DWR Templates:

1.

10.
11.

12.

13.

On the SiteManager Main Panel, double-
click the Daily Work Reports icon.

On the Daily Work Reports panel,
double-click the Daily Work Reports
icon.

Click the Open button.

In the Contract ID list box, scroll to and
double-click desired Contract.

On the Inspector list box, scroll to and
double-click the desired User ID.

On the Date list box, scroll to and double-
click desired DWR Date.

Click OK.
Click the Work Items folder tab.

On the Work Items list box, scroll to and
click the desired Work Item.

Click the Record Work Items button.

To invoke the DWR Template window
click on the DWR Template button.

The DWR Template ID window displays
the Templates available for use with the
selected Work Item. Choose a DWR
Template to record data to and click the
Record Template Data button.

Click the Close button to return to the
Record Work Item window. The Placed
Qty field is now populated with the value
from the DWR Template and the Templt
Used box is checked.
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Review for Section 3
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To view a Diary:

1.

On the Daily Work Reports panel,
double-click the Diary icon. The Diary
Authorize folder tab opens.

Click the Open button.

In the Contract list box, scroll to and
double-click the desired Contract.

In the Diary list box, scroll to and click the
DWR Date of the Diary. (The DWR Date
represents both the Daily Work Report
Date and the Diary Date.)

Click OK. The Diary Authorize folder tab
displays the Daily Work Reports submitted
for this date.

To preview a Daily Work Report:

1.

On the Daily Work Reports panel, double-
click the Diary icon. The Diary Authorize
folder tab opens.

Click the Open button.

In the Contract list box, scroll to and
double-click the desired Contract.

In the Diary list box, scroll to and click the
DWR Date of the Diary. (The DWR Date
represents both the Daily Work Report Date
and the Diary Date.)

Click OK. The Diary Authorize folder tab
displays the Daily Work Reports submitted
for this date.

In the Inspector list box, scroll to and click
the Inspector who submitted the Daily Work
Report to be previewed.

Click the Preview DWR button. A
summary report of the selected Daily Work
Report is displayed in a print preview
window. The user can either review the
information on-line or print it.

To close the print preview window, click the
Close button.

To open the In-Box:

1.

On the Main Panel, double-click the
Accessories icon.

On the Accessories panel, double-click the
In-Box icon.

To open a mail message:

1.
2.

Double-click the message.
When finished, click the Close button.

To open an Estimate summary:

1.

5.
6.

On the Contractor Payments panel,
double-click the Estimate icon.

Double-click the Estimate Summary
icon.

Click the Open button.

In the Contract list box, scroll to and
click the desired Contract.

Click Ok.
When through, click the Close button.

To open an Estimate discrepancy:

1.

On the Estimate panel, double-click the
Estimate Discrepancy icon.

In the list box, scroll to and double-click
the desired Contract.

In the list box, scroll to and click the
desired Estimate.

Click Ok.
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To generate the Summary to Contractor Report:

1.

© ©® N o g b~

11.
12.
13.
14.
15.
16.
17.

18.

On the Contractor Payments panel,
double-click the Process List icon.

In the Process List, click the Summary to
Contractor.

Click the Run Process button.
Double-click the desired contract ID.
Double-click the desired estimate number.
Click the Submit button.

Click the OK button.

Click the OK button.

Click the Services menu.

Double-click the desired process name.
Double-click Output.html.

Click the Page button.

Click Text Size, and then click Smallest.
Click the Page Setup button.

Click the Landscape radio button.

Click the Ok button.

Once the report displays, close the
browser window.

Click the Close button.

To approve an Estimate:

1.

On the Estimate panel, double-click the
Estimate Approval icon.

In the Contract list box, scroll to and
double-click the desired Contract.

In the Estimate list box, scroll to and
click the desired Estimate.

Click OK.

Click the Approved check box (ON) for
your level.

Click OK.
Click the Save button.
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Summary Exercise for Section 3

In the following exercise, you will perform the Estimate process activities for
contract CNBO22R.

User ID: jj05753 Group: PJSUPS Contract: CNB022R

Navigate to the Estimate Summary window for CNB022R, Estimate 0003.
What are the Item Earnings for Estimate Nbr. 0003?

Avre there discrepancies on Estimate Nbr. 0003?

A w o

Navigate to the Estimate Discrepancy window, and review the discrepancies associated with
the estimate.

5. What are the two purposes of the Summary to Contractor Report?

6. Review the Tracking window for Contract CNB022R, Estimate Nbr 0003.

7. Who is the next approver for this estimate?

8. Exit SiteManager.
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Section 4 Change Order Basics
for Management Personnel

By the end of this module, you will be able to:

e Understand the Rules and Life Cycle of Change Orders
e View a Change Order Header

e View Change Order Time Adjustments

e View Modifications to Contract Items

e View the Custom Change Order

e View the Change Order Report

e Approve Change Orders

e Track Change Orders

May 2007
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Change Order General Concepts

The change order process allows legal changes to be made to a Contract by
creating, approving, and tracking changes.

Contract Change Orders may include:

e Quantity adjustments for existing items (overrun/underruns)
e Adding new items of work to the contract (extra work)

e Time Extensions on milestones or revisions to Contract time or
Contract completion date

e Additions to the Contract not affecting time or item quantities

Except for zero dollar change orders, users can specify more than one function to
make up a change order. Before a change order is saved, edits are performed to
ensure that its components are reconciled with its selected functions. Messages
advise the User if information has not been entered for a selected function.

Before the User can select a specific window in the Change Order (CO) function,
a specific Contract must be selected from a pick list containing valid Contracts,
and associated, existing COs. A specific Contract must be selected from the pick
list to create a new change order.
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ﬂ SiteManager, Panel

Main Panel T Change Orders(+] T Change Order Maintenance(+)

Change Order  Change Order  [tem Summary  Signature Page  Change Order Tracking

Ibemsz Timne Rewview /
% Adjustments Approve

The Change Order Maintenance Panel

Figure 4-1

aﬁ Exercise 4-1

In the following exercise, you will first navigate to the In-box to view a Change
Order message and then navigate to the Change Order Maintenance Panel.

User ID: jj05756 Group: RDIR Contract: CNB022I
1. Double-click the SiteManager Training program icon on your
desktop.
2. Inthe User ID field, type jjO5756.
3. Inthe Password field, type pass.
4. Click the Logon button.
5. On the Main Panel, double-click the Accessories icon.
6. On the Accessories panel, double-click the In-box icon.
7. Double-click on the message from 08/01/06 21:00:03 where the

subject is “Change Order Approval Cycle”.
Click the Close button.
9. Click the Close button.
10. Click the Main Panel folder tab.
11. On the Main Panel, double-click the Change Orders icon.

12. On the Change Orders panel, double-click the Change Order
Maintenance icon.
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Change Order Life Cycle

The life cycle of contract change orders is reflected in the change order functions
in SiteManager.

1. Creating a New Change Order

A CO can only be created by a User with specific authority to create new change
orders. A change order must be associated with an existing active Contract.
Specific information about the change order must be recorded using the Change
Order Header window, the Change Order Items window, the Time Adjustments
window, and/or the Change Order Explanations window.

2. Maintaining Change Orders

Once a CO has been created, updates to the CO information may be required.
Change Order header information, items, time frames, and explanations may be
modified in update mode on the appropriate windows.

3. Reviewing and Approving Change Orders

After it is created, a draft CO can be forwarded via In-box notification for
parallel review. Parallel review is concurrent review by more than one reviewer
at a time.

The writer of the CO can also place the change order into Pending status and
submit it for a hierarchical approval, skipping the review process.

Users involved in reviewing a draft CO or approving a pending CO can record
their decisions about proposed changes to the Contract on-line, using the
Review/Approve window. Reviewers/Approvers receive an In-Box message
from the author requesting an action, review or approval for the CO. The In-Box
message specifies the Contract and change order number.

When a Change Order that is in Pending status (in the approval process) is given
the recommendation “Denied” in the Change Order Review/Approve window, it
remains in Pending status. The creator of the Change Order may choose to
change the status of the Change Order to Draft in order to make modifications to
the Change Order, then change it back to Pending to resubmit it for approval. If
the Change Order will never be approved, it may be changed to Denied status in
the Header window. Once a Change Order is in Denied Status, it may not be
modified or submitted for review/approval.

All change orders on a contract must be either Approved or Denied in order for
the Physical Work Complete Date to be entered by Headquarters Finance, as part
of the Contract completion process. (Change Orders may not be in a Draft or
Pending status for the Contract completion process.)
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4. Tracking the Change Order

At any time, the writer of the CO may view the status of a change order in the
review or approval cycle by opening the Tracking window. The Tracking
window for a CO is a view-only window and displays:

e The date a request for recommendation was sent to a reviewer or
approver

e The reviewer or approver’s name

e The action requested - review or approve

o The date the reviewer or approver makes a recommendation
e The recommendation - Approved or Denied

o Any Remarks the reviewer or approver has made

Authorized users may also display details about current and historic Contract
items on-line using the Item Summary window.

5. Reports
Once approved, change order data may be analyzed to help manage the change

order process. The Change Order Reports function allows users to produce
reports that gather information about trends in Contract changes.

In TDOT, a paper copy of the change order is still required for physical
signatures. SiteManager reflects electronic version.

When an approver physically signs the Change Order, that approver
should also indicate their approval of the Change Order in SiteManager.
The Headquarters Finance Office will indicate approval of the Change
Order on behalf of all applicable Headquarters approvers.
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Change Order Conditions

There are three conditions that affect how the Change Order process in
SiteManager works. These are the:

o Type of Contract
e Function(s) associated with the change order
e  Status of the change order

Change Order Functions

There are six types of change orders:

e Overrun/Underrun
e Extra Work

e Time Adjustment
e Zero Dollar

e Force Account — TDOT will not use this function. Force Account COs
are “Extra Work™ in TDOT.

e Final Quantity — TDOT will not use this function. Final Quantity COs
are “Overrun/Underrun” in TDOT.

A change order may be a combination of types except for a Final Quantity CO, a
singular change order required for contract completion, or a Zero Dollar.

Users define the purpose of the change order by selecting among the different
functions. Except for Final Quantity and Zero Dollar, users can specify more
than one function to make up a change order. The functions available on a
change order are:

Overruns or Underruns: Used when the quantities associated with the Contract
items are either exceeded or not needed to complete the Contract or work item.

Extra Work: Used when additional work items are required to complete the
Contract.

Time Adjustments: Used when the time frames need to be adjusted to reflect
the completion period for a milestone or Contract.

Zero Dollar: Used only for contract adjustments that will not affect the dollar
amount of the Contract (for example, adding permits or special provision to the
contract).

Force Account: TDOT will not use this function. Force Account COs will
require the “Extra Work” function to be selected.

Final Quantity: TDOT will not use this function. Final Quantity COs will
require the “Overrun/Underrun” function to be selected.
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Change Order Status

The CO Status field displays the current status of the change order in the creation,
review, and approval process. The change order Status types are:

Draft: A change order is Draft status while it is being created, edited, or
forwarded for review.

Pending: A change order is changed to Pending status when it needs to be
submitted for the approval process. While in Pending status, the change order
cannot be modified except for its status.

Denied: A change order is changed to Denied status manually by the creator after
the change order is denied by an approver in the approval process. The Denied
status is not available until an approver has selected “denied” in the Changer Order
Review/Approve window. When an approver selects “denied,” the change order
remains in Pending status for a user to take action to either change it back to Draft
and make modifications to it, or to change the status to Denied causing it to become
inquiry-only for the life of the contract. The user must change the status back to
Draft or to Denied manually after the Change Order is denied or it will remain
Pending.

A Denied change order in Pending status may have its status changed to back to
Draft, be edited (revised), have its status changed to Pending, and be resent through
the approval process.

Approved: A change order is automatically placed in Approved status when the
last approver completes the approval process — it is not a manual selection. When a
change order has been approved by its final approval level, it cannot be altered.
Adjustments can only be made by creating a new change order.

All change orders must be in either Approved or Denied status for the contract
completion process.

In TDOT, if an approver selects “deny” in the review/approve window, the

creator should change the status back to draft, make corrections, and change it to

Pending in the Header window to submit again.

If an approver selects “denied” in the review/approve window and provides a

remark indicating that the Change Order will never be approved and provides a
reason, the creator should change the status of the Change Order to Denied in the

Header window.

BEWARE: A Change Order in Denied Status may not be changed to Draft.
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The TDOT Change Order Process

In TDOT, all change orders will typically be created and maintained by the Office
Staff. There are three phases in the TDOT CO Process. They are as follows:

Creation of a Change Order
e Prepare any applicable paperwork
e Create the change order on the Change Order Header window in SiteManager

e Add item adjustments and/or new items to the change order on the Change
Order Items window in SiteManager

e Add time adjustments to the change order on the Change Order Time
Adjustments window in SiteManager.

e Add explanations to the change order on the Change Order Explanations
window

Maintaining & Reviewing a Change Order
o Forward the change order for parallel review

e Track the change order

o Revise the change order as necessary

o Generate applicable change order reports

Change Order Approval Process

e Change status to Pending

o Forward the change order for approval

e Track the change order

o Change the Status to Draft to revise the change order as necessary
e Generate applicable change order reports

e Change the Status to Denied if an approver selects Denied on the Change
Order review/approve window, provides a remark indicating that the Change
Order will never be approved, and provides a reason for the never approving
it.
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Viewing a Change Order Header

The Change Order Header window allows an authorized User to:

o Create a new change order by entering a new descriptive information for
a change order, or

e Maintain the current descriptive information about an existing change
order as the status of the change order progresses from Draft through
Pending to Approved or Denied.

The CO Type field has TDOT-defined change order types of:
e Category 1 e Final Estimate
e Category 2 o Time Adjustments due to quantity increase

e Category 3

As per Policy Number 355-01, change order categories are defined as follows:

Major Change - Category 1
A major change is defined as:
e Any cumulative change to the working time/completion date of the contract in
excess of 7.5% of the original contract time;
e Or any change/addition that alters the total original contract amount by more than
$250,000.
Intermediate Change - Category 2
An intermediate change is defined as:
e Any cumulative change to the working time/completion date of the contract not in
excess of 7.5% of the original contract time;
¢ Any change/addition that alters the total original contract amount by more than
$150,000 but less than or equal to $250,000;
e Any change/addition that alters the total original contract amount by more than
ten percent (10%)of the original contract;
e Any change to a unit bid price:
¢ Or any change to a special provision or contract provision.
Minor Change - Category 3
A minor change is defined as any changes/additions other than those specified under
Major Change or Intermediate Change as shown above.

In TDOT, the Reason Code and CO Type fields are used to control the custom Change
Order Report and Force Account Approval Form. All entries listed in the Reason Code
picklist can be selected for Change Orders except for “Force Account.” This should only
be selected when adding a Force Account item to the contract and must be selected in
order to generate the Force Account Approval Form.

The appropriate Change Order Category (1, 2 or 3) must be selected in the CO Type field
in order for the appropriate signatures to appear on the Change Order and Force Account
Approval Form. The CO Type’s “Final Estimate” and “Time Adjustment Due to Quantity
Increase” are used for special contract finalization processing and neither requires a
signed Change Order (See Contract Finalization Section for details).

109



Trnseport SiteManager® Learning Guide Viewing a Change Order Header

Section 4 Change Order Basics SiteManager for Management Personnel
ﬂ Header g@@
Contract D: [NGOZZ €O Number: 01 Frir::::r];n?n%jln:pDmaLln[i::j;:n/nan‘
CO Created by: ‘Smith, Pat On: |DB/UT A6

Status: Pending Approval Level: |Finance Staff

D escription: Maler Utility Pipe Relocation
Heason Code: ]Ulihlies

CO Type: |Eategory 3
[T Emergency Work

Functiong: [ Overun/Undenun [ Foice Account Bid Contract Amt: |$325 850,80
I E?ma w‘_jlk u Z_elo Dullal_ Cumrent Contract Amt: [$3585 850.80
v Time Adjustment [ | Final Buantity CO Amount: 50,00

Ref to:

(Dispule: Foice Account:

The Change Order Header Window
Figure 4-2

aﬁ Exercise 4-2

In the following exercise, you will view Change Order 001 for Contract CNB0221.

User ID: jj05756 Group: RDIR Contract: CNB022I
1. Onthe Change Order Maintenance panel, double-click the Header icon.
2. Inthe Contract ID list box, scroll to and double-click Contract CNB0221.
3. Inthe Change Order list box, scroll to and double-click Change Order 001.
4. What is the description of this change order?

5. What is the dollar amount for this change order?
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Viewing Change Order Time Adjustments

The Time Adjustments window allows authorized Users to enter one or more
time adjustments for a change order. At least one adjustment must be recorded
using this window if the Time Adjustment function is selected on the change
order. Time adjustments may be related to:

e The Contract completion date
e Milestone(s) on the Contract, or

e Both the Contract completion date and milestone(s) associated with the
Contract

The Charge Type for the Contract or Milestone determines which timing
components of the Contract and its associated milestones may be entered and
modified. The three types of Time Charges are:

Completion Date Charge Type: Has a specific fixed end date for the Contract or
for milestones within the Contract. Only the completion date field may be
entered. The system computes the number of days adjusted.

Available Days Charge Type: Only the number of days adjusted may be entered
in the Time Adjustment Window.

Calendar Days Charge Type: Computes the end date for the Contract and for
milestones based on the number of calendar days allocated for the work. The
number of days adjusted may be entered. The system then computes the
completion date.

TDOT will primarily use Completion Date contracts and milestones.

The Time Adjustments window has limits as follows:

o Only one adjustment to the Contract completion date may be entered per
change order.

e Only one adjustment to each Milestone completion date or number of
days may be entered per change order. (Time Adjustment Change Orders
for Milestones are only needed to accommodate changes to SP108B,
such as phased construction and mowing and litter cycles, because they
are contractual milestones. These would be Category 2 COs -
modifications to Special Provisions.)

e Text explaining reasons for the time adjustment may be entered.

e The status of the associated change order determines whether the fields
on this window are display only or may be modified by the user. Time
adjustments may only be entered while a change order is in Draft status.
Changes orders in a Pending, Approved, or Denied status do not allow
updates to these fields.
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ange Orde e Ad e m|
Contract ID: [CHEDZ2I Change Order Nbr:  [007
Adjusted Contract or  Adjust) t Adjush t Date Exp[anation
Milestone Days

09730405 Extended work. by 15 days needed for relocation of water utility lines by Selmer Ut
£ >
" For Milestone: | & or Contract Completion
Time Adjustment Days: |15 Adjusted Completion D ate: |09/30/05

Explanation: |Extended work by 15 dayz needed for relocation of water utility lines by Selmer Utility Department over Little Owl Creek.

The Change Order Time Adjustments Window
Figure 4-3

In TDOT, the Explanation in the Change Order Time Adjustments window
should always be “See Change Order Explanations.”

%t Exercise 4-3

In the following exercise, you will navigate to the CO Time Adjustment window
from the Header window and view a time adjustment on Change Order 001 for

Contract CNB022I.
User ID: jj05756 Group: RDIR Contract: CNB022I
1. On the Header window, click the Services menu and click CO Time
Adjustments.

How many days were added to the contract completion date?

What is the new contract completion date?
4. Click the Close button on the toolbar.
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Viewing Modifications to Contract Items

The Change Order Items window allows the User to:

e Select an existing item on the Contract for inclusion in the change order
e Add anew item to the Contract by including it in the change order

o Select and modify an existing item in the Contract already associated
with the change order

o Delete an item from a change order

Whenever the change order function is an overrun/underrun and/or extra work,
the Change Order Items window must be used to make the corresponding entries
and/or modifications to the change order items. Extra work requires adding
completely NEW Contract Item(s). Overrun/underrun requires modifying
existing contract pay items.

When modifying an existing Contract Item, select the Services menu “New CO
Item” choice to bring up a list of existing contract items from which to select.
The Quantity field may then be used to modify the item quantity.

When adding a new item to the Contract, select the “New Contract Item” folder
tab to define the item. Then select the Change Order Item folder tab to define the
item quantity in the Quantity field.

Ehange Order Items B

Change Order Item " Mew Contract Item
Cont ID: [CHEDZ2] CO Nbr: ]DU2 Project Nbr: Egﬂ‘l 5-3220-94
Line Item Nbr: iD‘I oo Item Code: I303-D1
Unit: |Tan Unit Price: I$‘I 4.00000

Item and Supplemental Descriptions:
MINERAL AGGREGATE, TWPE & BASE, GRADING D

Change Order Item Description:

Quantity Amount
Contract Bid: | 2838000 | $40.432.00
Approved Change Order: | 0.000 | $0.00
Current Contract: | 2888.000 | $40.432.00
Pending Change Order: | 0.000 | $0.00
This Change Drder: | -2,888.000 | $-40.432.00 [ Force Account Item

The Change Order Item Folder Tab
Figure 4-4
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aﬁ Exercise 4-4

In the following exercise, you will view adjustments for two contract items for
Change Order 002 for Contract CNB022I.

User ID: jj05756 Group: RDIR Contract: CNB0221I
1. On the Header window, click the Open button.
In the Change Order list box, double-click 002.
Click the Services menu and click CO Items.
In the Change Order Items list box, double-click Item Nbr 0100.
What is the adjustment to the item quantity for this change order?

Has this item been adjusted on any other change orders for this contract?
Click the Open button.

Click the Change Order Items selection button.

In the Change Order Items list box, double-click Item Nbr 9500.

10. What is the adjustment to the item quantity for this change order?

11. Click the Close button.

12. Click the Close button.

© o N o g A~ DN
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Viewing the Custom Change Order

The Custom Change Order is a custom TDOT document.

InfoView - Microsoft Internet Explorer Provided by The State of Tennessee

File Edt View Favoites Tools Help Links ] Customize Links 4] Free Hotmall &) Windows %5 Windows Marketplace &) Windows Media
@Back - ) - [¥ @) (0 O search ¢ Favorites £ -8B - ©® 3
Address ‘Ej http:1{ji00wa272 businessobjects Enter priss1 15 InfoView/main. aspx V‘ Go
Busifiess Objects’ Welcome: JJCT102
& [Em- New ~ % [ send + [ My Infoview | Searchtile - = h & @
e i
[ Folders 3 F 05 X
E BolEmE X Enter prompt values.
& &iHome
CH My Folders Time Extension Required? timeExtensionRes
8@ Fublic Folders T E— 3
B [ siteManager
S sm_admin
S gm_Field Select the Contract ID and the Change Order Humber: ContractCO - C_O_NBR/ContractCO - CONT_ID
M _Marnt Select the Cortract ID
S gm_office

| creosz ~] b

Select the Change Order Mumber:

[ oo ~|

The Change Order Parameters Window

Figure 4-5

InfoView - Microsoft Internet Explorer Provided by The State of Tennessee

Fle Edt View Favortes Tools Help Links ] Customize Links @&] Free Hotmail &) Windows 8 Windows Marketplace  &] Windows Media
@Back ~ ) - [¥) 2] (8 P seach T Favorites £ -m B B3

Address | @] hitps/fjj00wazrz/bu 11 - J €

+ O F X
@ 5|5 71 [ Main Report v| & || | @ [100% %] pusinessons e
Change Order Ho. 001
STATE OF TENNESSEE Contract No.: CHEDS2
Department of Transportation Froject No.: 42945-3461-94
Bureau of Dperations Federal/State Project No.: BRZE-4200(10)
Whereas, we Concrete Structures, Inc. with Fidelity & Deposit Company of Maryland, as Surety,
entered into a contract with the STATE OF TENMESSEE, Departuent of Transportation, Bureau of
Operations, on 04/17/2006, for the construction by said Contractor of the above designated
contract: and Wherezs, certain items of construction encountered, are not covered by the
original contract, we desire to submit the following additional items of Construction to be
Iten No. 709-05.06, Machined Rip-Rap (Class A-1) and Item No. 709-05.08, Machined Rip-Rap
(Class B} are added to construct the project according to contract plans. These itews will be
t control, and bank stabilization as shown in contract plams.
As & result of this Change Order, both the Department and the Contractor agree that it is
unknoun whether the work covered by the agreement will have any effect on the coupletion date of
Teem Description Tnit Current Revised Uty Over + Contract Tet Amount
Code Quantities Quantities  Ory Under - Frice Due Change
[709-05.08 MACHINED RIP-EAP Ton 0.00 200,00 z00. 00 z5 25 5,050.00 Q
(CLAZS A-1)
[109-05.08 MACHINED RIF-BAP Ton .00 1,413.00 1,413.00 z5.25 25,829.75
(CLAZS B)
Bid Contract Amount: §446,549.53 Current Change Order Amount: §0.00
Prewious Chenoe Orders: 40157975 A
Discussions F

The Change Order Window
Figure 4-6
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In TDOT, the custom Change Order will be used to gather signatures on a
Change Order.

When an approver physically signs the Change Order, that approver should
also indicate their approval of the Change Order in SiteManager. The
Headquarters Finance Office will indicate approval of the Change Order on
behalf of all applicable Headquarters approvers.
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Viewing the Change Order Report

The Change Order Report window can be utilized as a source of information for
the review and/or approver of a change order. This is a two-page report window
that displays all other data included on a change order. The second page displays
only if there are Time Extensions associated with the change order selected for
this report.

ﬂ Change Order Report @

Zaam: 00 2| | Copies: |1 =1 ‘
~
Rpt-ID: RCOCORPT Tennessee Date: 124227
User: ji05756 Department of Transportation Page: 1 of 1
Change Order Report
Contract ID: CNBOZ2|
Change Order Nbi: 002 Force AcctID: D
Change Order Type: Categary 1
€O Deseription:  Substitution of 2 better materisl at the same unit prics
Zero Dollar Change Order: Ho
Project Nbr Itm Nbr Catg Item Code Unit  Unit Price Bid Oty  Prev Apprvd Oty Curr COGty Curr Apprvd Oty Amount of Change
55019-3220-94 moo o100 3030 TON §14.00 2888.000 2888 -2888.000 2888 This Chrg: $-40,432.00
Prev Revissd: §40,432 00
Item Deseription MNERAL AGGREGATE, TYPE & BASE, GRADING D €0 ftem Description
Hew Reviseck $0.00
[supplemental Descriptiont Bid Cortract $40.432.00
[Supplemental Description2 Net Change: $-40,43200
Pet Change: -100
55019-3220-94 9500 0100 303-01.09 TON $14.00 0 0 2655000 0 This Chng: $40,432.00
Item Deseription MNERAL AGGR T 4 BS GRADING D LMESTONE €O ftem Descripti Frovieen B
em Description ¥ i em Description New Revissit 540,4332.00
[Supplemental Descriptiont Bid Contract 50.00
Isupplemental Description? % Met Change: $40,432.00
Pot Change:
Total Value for Change Order 002 = $0.00
General or Standard Change Order Explanation
v
< >

The Change Order Report
Figure 4-7

The standard Change Order Report is available in Standalone mode.
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ZER

In the following exercise, you will access and view the Change Order Report for
Change Order 002 for Contract CNB022I.

User ID: jj05756 Group: RDIR Contract: CNB022I
Click the Change Orders folder tab.
On the Change Orders panel, double-click the Reports icon.

Exercise 4-5

Double-click the Change Order Report icon.

Using the right mouse button, click the Change Order field.
In the Object menu, click Search.

In the Search window, scroll to and click 002.

Click Ok to generate the report.

O N o gk~ wDdE

What is the description for this change order?

9. What is the Total Value of Change Order 003?
10. Click the Close button.
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Reviewing and Approving Change Orders

The Change Order Review/Approve icon allows the user who receives an In-Box
message to review a draft change order or to approve a pending change order.

The Review/Approve window allows the user to:

e  Access the change order information
e View the contract and change order information on-line

e Document their recommendation to approve or deny the Draft or Pending
Change Order

e Record Remarks related to their recommendation. Remarks are optional.

m Change Order Approval

Contract 1D: [CHEO22| CO Number: 002
Approver 1D: j05756 Approval Date: |11/02/06
Name: pacnhs, Lindsey ["] Emergency
R dation: * Bpproved
" Denied

The Change Order Approval Window
Figure 4-8

In TDOT, when a change order is denied by a user in the approval process,
that user must indicate the reason for the denial in the Remarks field.

When an approver physically signs the custom Change Order document, that
approver should also indicate their approval of the Change Order in
SiteManager.

The Regional Secretary will enter the electronic signature for the Contractor
when the physical signature is received.

Electronic approvals are not entered in SiteManager for the following groups
who are responsible for physically signing the Custom Change Order Report:

= Director of Construction
= Assistant Chief Engineer of Operations

= Commissioner

=  FHWA —unless Federal Oversight contract

119



Trnseport SiteManager® Learning Guide Reviewing and Approving Change Orders
Section 4 Change Order Basics SiteManager for Management Personnel

ZER

Exercise 4-6
In the following exercise, you will approve Change Order 002 for Contract
CNBO0221.
User ID: jj05756 Group: RDIR Contract: CNB0221

1. Click the Change Order folder tab.

2. On the Change Order panel, double-click the Change Order Maintenance
icon.

3. On the Change Order Maintenance panel, double-click the Change Order
Review / Approve icon.

In the Contract ID list box, double-click contract CNB0221.

In the Change Orders list box, double-click CO Nbr 002.

On the Change Order Approval window, click the Approved radio button.
Click the Save button.

On the Please Confirm Recommendation message box, click the Yes button.
Click the Ok button.

10. Click the Close button.

© o N o g~
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Tracking Change Orders

The status of a Change Order in the review or approval cycle can be monitored
by opening the Tracking window at any time. The Tracking window for a CO is
a view-only window and displays the following information:
e The date a request for recommendation was sent to a reviewer or approver
e The reviewer or approver’s name
e The action requested - review or approve
e The date the reviewer or approver made a recommendation
e The recommendation - Approved or Denied
e Any Remarks the reviewer or approver has made

Authorized users may also view details about current and historic contract items
on-line using the Item Summary window.

CO Header “" CO Tracking List
Contract 1D: IENBD22I Change Order Mbr: IDD2
hent Hame Action Date Recom- Remarks
Date mendation
3/01/0E Burke, Felzey Approval 08/01/06 Approve | -
2/01 /06 Johnzon, Tracy Approval 08/01/06 Approve
3/01 /06 Brown, Temy Approval 08/01/06 Approve
3/01 /06 Jacabs, Lindzey Approval 0000700 Action Pending
3/01 /06 Moz, L. D Approval 00400700 Action Pending
4 | _rl

The Change Order Tracking Window
Figure 4-9
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aﬁ Exercise 4-7

In the following exercise, you will view the tracking window for Change Order 002
for Contract CNB022I.

User ID: jj05756 Group: RDIR Contract: CNB0221
1. Onthe Change Order Maintenance panel, double-click the Tracking icon.
2. Click the CO Tracking List folder tab.
3. Who is the next person to approve the change order?
4. Click the Close button.
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Review for Section 4

To access the Change Order Header window:

1.

6.

On the Main panel, double-click the
Change Order icon.

On the Change Order panel, double-click
the Change Order Maintenance icon.

On the Change Order Maintenance panel,
double-click the Header icon.

In the Contract list box, scroll to and
double-click the desired contract.

In the Change Order list box, scroll to and
click the desired change order.

Click Ok.

To navigate to other CO functions from the Header
Window:

1.

To view an existing time adjustment for a contract or

Create a New Change Order Header or open

an existing Change Order Header.

Click the Services menu and click the CO
Items, CO Time Adjustments, or Change
Order Tracking choice.

milestone:

1.

Or

On the Change Order Maintenance panel,
double-click the CO Time Adjustment
icon.

In the Header window with the correct
Change Order open, click the Services
menu and click the CO Time Adjustment
choice.

To view a contract item on the change order:

1.

Or

4,

On the Change Order Maintenance panel,
double-click the CO Items icon.

In the Header window with the correct
Change Order open, click the Services
menu and click the CO Items choice.

In the Contract Items list box, scroll to and
click the desired Contract ltem.

Click Ok.

To access the Change Order Report:

1.

7.

On the Main Panel, double-click the
Change Orders icon.

On the Change Orders panel, double-click
the Change Order Reports icon.

On the Change Order Reports panel,
double-click the Change Order Report
icon.

Search and select the contract.
Search and select the desired Change Order

Generate the report on the user’s computer
or select to generate and/or print off-line.

Click OK.

To review or approve a Change Order:

1.

On the Main panel, double-click the
Change Order icon.

On the Change Order panel, double-click
the Change Order Maintenance icon.

On the Change Order Maintenance panel,
double-click the Change Order Review
[Approval icon.

Open a Draft Change Order that has been
forwarded for review or a Pending Change
Order that has been sent for approval.

Click the Approved or Denied radio button.
Click the Save button.
Enter Remarks.
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To track the status of a change order:
1. On the Main panel, double-click the
Change Order icon.

2. On the Change Order panel, double-click
the Change Order Maintenance icon.

3. On the Change Order Maintenance panel,
double-click the Tracking icon.

4. Open a Change Order.
When complete, click the Close button

124



Summary Exercise for Section 4 Trnseport SiteManager® Learning Guide
SiteManager for Management Personnel Section 4 Change Order Basics

Summary Exercise for Section 4

In the following exercise, you will reject a Change Order for Contract CNB0221.
User ID: jjO5756 Group: RDIR Contract: CNB0221

1.

2
3. What is the Change Order Type for this Change Order?
4,
5

Navigate to the Change Order Report window.
Generate the Change Order Report for Contract CNB0221, Change Order 001.

Navigate to the Change Order Review/Approve window.

Deny Change Order 001 for Contract CNB0221. In the Remarks bubble, enter the reason for
rejection as “Change Order was rejected because the number of days needs to be further
extended. Resubmit the change order with a completion date of 10/3/05.”

What Remark is indicated for the next approver?

Exit SiteManager.
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