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Section 1. Getting Started

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

Identify Support resources

Start and exit AASHTOWare Project SiteManager
Change your password

Navigate in AASHTOWare Project SiteManager

Open and control the display of multiple AASHTOWare Project
SiteManager windows

Close AASHTOWare Project SiteManager windows
Use New, Open, and Choose Keys

Access a Contract Record

Learning Module

CDOT AASHTOWare Project SiteManager® Learning Guide for Field Construction
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Support Resources
The following AASHTOWare Project SiteManager documentation and support
resources are available for CDOT staff and consultants.

CDOT AASHTOWare Project SiteManager Field Construction Training
Manual

« The AASHTOWare Project SiteManager Field Construction training
manual is available in print form from the AASHTOWare Project Support
Unit, or it can be downloaded from the CDOT SiteManager web site
(described below). This is the same manual that is used in the CDOT
SiteManager training classes.

CDOT SiteManager Web Site

« The CDOT SiteManager web site contains valuable information for
SiteManager users. This includes the following:

« schedule of SiteManager classes at CDOT
« training manuals that can be downloaded
« instructions for accessing the AASHTOWare Project SiteManager system

« The web site can be accessed at
www.coloradodot.info/business/trnsportsitemar

CDOT User Support

« Call the OIT Service Desk at (303) 757-9317 so that your call can be
logged and referred to appropriate personnel. You can also reach the
Service Desk by email at OIT_ServiceDesk_CDOT @state.co.us

« Help Desk hours are 7:00 AM to 5:00 PM, Monday through Friday.
« All account forms must be scanned & sent via e-mail to

OIT_ServiceDesk_CDOT @state.co.us
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Using the Student Guide

The student guide is divided into sections — learning modules. Each learning
module consists of:

» Objectives

= Multiple Topics and Instructor-Led Exercises
« Review

= Summary Exercise

Each section begins with the objectives for the module. The module is divided into
topics roughly corresponding to these objectives.

Each topic has a short description of the SiteManager function being covered and an
instructor-led exercise. Instructor-led exercises are easy to identify, they have a box
around them and are numbered sequentially. Instructor-led exercises are very explicit
and detail the specific steps and data to be used in performing the action in the order
to be performed.

Each module ends with a review and summary exercise. The review summarizes the
main points learned and all of the SiteManager functionality covered in the module.
The review is as an excellent reference for the summary exercise that follows, and for
use back at the office when using SiteManager.

The summary exercise allows you to practice the skills learned in the module. The
summary exercise instructions provide the data to be used and general instructions.
Read them carefully - they are not as detailed as the instructions for the instructor-led
exercises. And remember that the module review will help with navigation and serve
as a good reference as you perform the summary exercise.

Starting AASHTOWare Project SiteManager

The AASHTOWare Project SiteManager Construction Management System will run
on Microsoft Windows 7. You will log on to SiteManager through Terminal Services
on your internet browser.

CDOT staff will use their browsers to access SiteManager at http://internal/trnsapps/

Consultants will use their browsers to access SiteManager at
http://consultweb.dot.state.co.us/TrnsApps/

CDOT AASHTOWare Project SiteManager® Learning Guide for Field Construction 1-3
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Transportation

Welcome to the Trns*port Applications Web Page

This page allews you to run the Trns*port applications from your Web browser. To run an application, enter your Windows
User name and Password in the boxes below, select the desired window size, then click on an application button. See this
paage for more detaied instructions

web Trns=port Preconstruction has replaced PES and LAS.

For more information, please see the new, Sept. 2014 trns+port Preconstruction User Handout at the
bottom of this page.

Your web Trnssport user 1D and password are the same as your Windows user ID and password.

The item spec year in Trnssport is not tied to the year that the spec book is published. Therefore, the item
list currently used in Trns-port is still 05. It already includes any items that were added as a result of the
2011 Spec Book.

CE rate changes effective February 15, 2013

The CE pool rate has increased for all projects awarded on or after February 15, 2013. Effective
immediately, please use the following CE percentages in web Trnseport for all CE pool eligible
projects:

For Participating projects: 20.02% (includes participating CE indirects)
For Non-Participating projects: 10.00%

Window size: |800 by 600 v
e —

Preconstruction
&
Tmiport !:{
web Trnseport Sumgraph
Trns=port Accessories

Construction and Materials

Trsspart Sit Sit
SiteManager LIMS Accessories

Figure 1-1: The Terminal Services Internet Window
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1.
2.

Exercise 1-1

In the following exercise, you will log into Terminal Services on your internet
browser.

Open your internet browser.
In the Address field type http://internal/trnsapps/trn/

In the Windows User name field type userl, user2, user3...(your computer
#).

In the Windows Password field type CDOT*Student

In the Construction and Materials data window click the AASHTOWare
Project SiteManager button.

Click Connect then click OK.

CDOT AASHTOWare Project SiteManager® Learning Guide for Field Construction
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Hﬂ Project
L) siteManager

Release 3.15a

UserD:[
Password: [
Connect t: [Forver =]
[ Logon | change Passwordl Close |

™ Download RTF Templates

Copyiight @ 2014, the Ametican Associalion of State
Highway & Transportation Officiaks, Ine. ["AASHTO"L A
tights reserved. This software or pants thereaf may ot be

repraduiced in any form withaut wriien permission
AASHTO. Produced in the United Stetes of America

[Eriter the User Lagin Id

Figure 1-2:TheAASHTOWare Project SiteManager Logon Dialog Box

SiteManager User IDs for CDOT users are the first seven letters of your last name
followed by the first letter of your first name. User IDs are in all capital letters. If
there are identical 1Ds, a letter or character will be added to make each one unique.

The first time you logon to SiteManager you must change your password.

Changing Your SiteManager Password

In addition to your domain logon identity, SiteManager also has password protection.
Your SiteManager User ID determines what information you have access to and
whether you can update the data or not.

When a user is first assigned their User ID, the default password will be PASSWORD
(all caps). This must be changed in order to logon to SiteManager. CDOT users must
create unique passwords between 6 and 8 characters in length. SiteManager
passwords are case-sensitive. They can be all capital letters, all lower case, or a
combination, but must be entered the same way each time you logon to SiteManager.
Passwords can contain any combination of letters and numbers. The SiteManager
password is independent from all other CDOT passwords, however, it can be the
same as your other passwords.

E" Change Password for USER11 | x|

Old Pazzword: ||

Mew Paszsword: I

Confirm Password: I

] 4 I Cancel

Enter the Old User Pazsword.

Figure 1-3: The Change Password Dialog Box
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Exercise 1-2

In the following exercise, you will log on to AASHTOWare Project SiteManager
for the first time and change the password.

1.
2.

8.
9.

At the SiteManager Logon window type USER# in the User ID field.
Press the Tab key.

Type PASSWORD.

Click the Change Password button.

Type PASSWORD.

Press the Tab key.

Type BRONCOS.

Press the Tab key.

Type BRONCOS.

10. Click OKk.

Important Tips Regarding SiteManager Passwords:

It is important 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 (electronic signature).

If you attempt to log on three times and fail, SiteManager will disable your
password.

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
logon again without disabling your password.

If you disable your password, please contact the Service Desk to get your
account activated, 303-757-9317.

CDOT AASHTOWare Project SiteManager® Learning Guide for Field Construction
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The Main Panel of AASHTOWare Project SiteManager

After starting the AASHTOWare Project SiteManager application, the Main
SiteManager Panel displays the main windows of the system as icons. The central
functionality of SiteManager is divided into the following windows: Contract
Administration, Daily Work Reports, Contractor Payments, Change Orders, Civil
Rights, Materials Management, Accessories and Manuals.

Fr-| AASHTO SiteManager
File ‘Window Help

Pr- SiteManager Panel

Main Panel Contract Adminiztration]+] ]

B I 4 @ m X

Draily "wiork. Fipeline(+) Contractor Change Civil Rights(+] hd aterials
Reports[+] Payments(+] Orders{+) M anagement(+]

Accessones(+) System M arals(+]
Adminiztration(+]

Figure 1-4: The Main AASHTOWare Project SiteManager Panel

The AASHTOWare Project SiteManager Status Bar

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

'Ready |Server I5Test |Inspl Jtrain
Mode Connection Region Group ID Logo(

Figure 1-5: The Status Bar
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Navigating in AASHTOWare Project SiteManager Using
the Main Panel

The AASHTOWare Project SiteManager Panel is used to navigate to the different
windows of SiteManager. The highest level is the SiteManager folder tab that
contains the different functional groups. Each group is represented by an icon.
Double-click an icon to open another folder tab containing the sub-groups or the
actual windows of the window.

The steps you follow to access a SiteManager window will vary depending on
whether you have just logged into the system or have already been working in another
window. When you first log into SiteManager and navigate to a window, you will
need to choose a Contract ID.

However, if you have already been working in a SiteManager window with a Contact
selected, that Contract ID will remain active as you navigate to different windows.

-|siteManager Panel X

i

Feference Contract Contractor Feports [Cé+]  Process List
T ables(CaA+] Records(+]  kManagement(+]

M ain Panel Reference Tables[CA+]

Figure 1-6: Navigating in AASHTOWare Project SiteManager

Opening an Existing Record

Exercise 1-3
In the following exercise, you will open an existing, read-only record.
1. Double-click the Contract Administration icon.
2. Double-click the Contract Records icon.
3. Double-click the Contracts icon.
4. Click on the Open icon (open folder).

5. Double-click on your Contract ID.

CDOT AASHTOWare Project SiteManager® Learning Guide for Field Construction
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CDOT SiteManager Construction Contracts

In the Colorado Department of Transportation, a construction contract that is ready to
begin construction activities will be transferred from the AASHTOWare Project
Preconstruction system. The AASHTOWare Project Support staff and the Finals
Administrator will supplement the CDOT contract to meet SiteManager’s minimum
contract requirements. They will change the Contract’s status to active and assign
contract authority to the appropriate project personnel.

Once a Contract is activated, be sure to review the details and setup for accuracy. If
corrections or changes must be made, contact the Finals Administrator or the
AASHTOWare Project Suuport staff for assistance before recording any data to the
project in the system. If corrections must be made to data imported from
AASHTOWare Project Preconstruction, the contract may have to be deleted and re-
imported. If the contract must be deleted and data has already been recorded in
SiteManager that data could be lost.

If your prime contractor is going to use Securities rather than Retainage, please notify
your Finals Administrator or AASHTOWare Project Support staff prior to your first
progress estimate to include the contract on the vendor’s securities account.

P | ARSHTO SiteManager [_ 5] x|
File Edit Services “Window Help
ERTEIEEET CIET T
B | Contracts M= E3
Description - Location © Payment Data - Critical Dates  Primary Personnel © Prime Contractor © DBE Commit Training Plan
Contract ID: [C33222-11 Fed St/Pr Pri Mbr: |IM 2706-030
Status: L= Primary PCN: |93222-EID
Hegion:lﬁ— Residency: W 3 Fel;l::rlladling—
FProgress Sched: | Yariance Pct: .00 " State/Province
Desc:|2?D EXTEMSION PHASE 11 &ND Il " Both
Time Charges: [CALENDAR DAYS Bid Days: [ 1031 Bid Amt: [ $20,335636.04
Contract Type: |F'F|IME BIDDER [~ Fed Dversight
Work T_l.lpe:INEW' COMSTRUCTION I~ Local Dversight
Proposzal Fund Type: I—
Spec ‘n:m Unit System: IEngT Suppl 5pec Bk Yr: |W Alt 1D: I—

Wa!_:n_a Wage Decision ID Wage Decizion Descniption Genrl Wg Dczn ID
Decision:

Figure 1-7: The AASHTOWare Project SiteManager Contract Record
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SiteManager Toolbar

BRFE DEE 9B BNeE

Figure 1-8: The AASHTOWare Project SiteManager Toolbar

Exercise 1-4
In the following exercise, you will identify the buttons on the toolbar.

1. Place your cursor over the first button on the toolbar. The name of the
button appears.

2. Move your cursor to the next button.

3. Repeat steps 1 and 2 until you have reviewed all of the buttons on the
toolbar.

Controlling the Display of Multiple SiteManager Windows

In rare instances, you will be working in a SiteManager window and may need to
open another window. Having opened more than one window of SiteManager, you
can then control the display using basic Windows functionality — selecting either Tile,
Layer or Cascade.

A Final Word About SiteManager Menus

SiteManager menus can be accessed using the mouse or the keyboard. Many
SiteManager menu choices can also be accomplished using a keystroke shortcut. The
following guidelines apply to the use and structure of SiteManager menus.

= Menu choices that invoke dialog boxes will have ellipse points (...) at the end
of the choice.

= Menu choices that invoke a cascading submenu will have an arrow (>) at the
end of the choice.

= Keystroke shortcuts are assigned to all lowest level menu choices — menu
choices that do NOT invoke a dialog box or a cascading submenu.
Keystroke shortcuts will appear in the menu to the right of the menu choice.

= All menu choices will have keystroke accelerators assigned. The menu itself
will be invoked using the underlined letter in the menu name in combination
with the ALT key. The menu choice will be invoked by typing the
underlined letter in the menu choice’s name.
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Group Authority

Depending on the group you are assigned to in SiteManager you may have update or
inquiry only authority. Update authority allows you to edit fields on a window.
Inquiry only authority allows you to only review the data on a widow. Depending on
your SiteManager security privileges, you may have:

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

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

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

Accessing a Contract

When a Contract is first loaded from the pre-construction system, the SiteManager
system verifies that the data is acceptable. The Finals Administrator can review the
new Contract description and add or modify data before activating the Contract. After
the Finals Administratorchanges the Contract status to active, some data cannot be
modified. This is indicated by a gray background in the protected data fields.

Contract Activation Requirements

When the Finals Administrator activates a contract in SiteManager, they require the
following information from the Project Manager:

Confirmation of Approving RE Cost Center # for the project

Confirmation of Contract Time Type — Calendar Days, Working Days or Fixed Completion Date
Contractor's Anticipated Completion Date

Contract Execution Date

Notice to Proceed Date (first of work/starts time count)

Project Manager & assistant names

additional staff needing Contract Authority, including Sampler/Testers
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Closing Versus Exiting in AASHTOWare Project

SiteManager

SiteManager follows the same principles of closing a window versus exiting the
SiteManager application as other Windows applications. When you are in a
SiteManager window and you wish to end your work in it, but still continue to work
in SiteManager, you should close the window. As with other applications, you only
exit when you are through working in AASHTOWare Project SiteManager and want
to log off the application.

B | AASHTO siteManager

File Edit Services MWindow Help

Qpen Chrl+0
Close Chrl+Fe
T Chrl+M
Delete Chrl+D
Save Chrl+5
Refresh Chrl+F

Print Setup  Chel+U
Prink Preview  Chrl+W

Prink

Chrl+P

Main Panel  Chrl4+M

Exit:

Alt+F4

=] %]

2 I

ation © Payment Data - Critical Dates  * Primary Personngl -~ Prime Contractor © DBE Commit Training Plan
222411 Fed 5t/Pr Prj Nbr: |IM 2706-030
SR ~ | Primary PCN: [33222-61D
Residency: I32D Funding
i ) {* Federal
Variance Fet: 7.00 " State/Province

EXTEMSION PHASE 11 AMD NI " Both

EMDAR DAYS Bid Days:l 1031 Bid Amt: I $20,935,536.04

Contract Type: |PHIME BIDCER

Work Type: |NE\A-" CONSTRUCTION

[~ Fed Dversight
[T Local Oversight

1.
2.

Click the File menu
Select the Close option.

Click the File menu.

In the following exercise, you will first close a window, and then exit
AASHTOWare Project SiteManager.

Select Exit.

Proposal Fund Type: I
Spec Yr:l 1939 Unit Spztem: IEninsh Suppl Spec Bk Yr:l 1939 Al ID: I
‘ﬁl"af_:u_a Wage Decision ID Wwage Decision Dezcription Genrl Wa Dcsn ID
Decision:
Figure 1-9: The File Menu
Exercise 1-5

CDOT AASHTOWare Project SiteManager® Learning Guide for Field Construction

1-13




Entering a SiteManager Window - Your First Action

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

= Choose Keys to create a new record,
= QOpen for an existing record, or
= New to create a new record for data entry

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
record, such as the contract ID.

Choosing Keys

In some windows, you cannot create a new record without choosing the keys first.
Choosing the keys allows you to choose a key piece of data to associate to a new
record. Use Choose Keys when creating a new record when you have just logged in,
to choose the Contract ID. Choose Keys should also be used when choosing more
than one key piece of data for a new record, such as Contract ID and Line Item
Number.

Exercise 1-6

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

1. Onthe Terminal Services browser window, in the Construction and
Materials data window click the AASHTOWare Project
SiteManager button.

2. Click on connect to remote computer and click OK.

3. Click OK.

4. Type USER.

5. Press the Tab key.

6. Type BRONCOS then enter.

7. Select Project Engineer Security Group.

8. Double-click the Contract Administration folder tab.

9. Double-click the Contractor Management icon.
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10. Double-click the Subcontracts icon.
11. Click on the Services menu and click on Choose Keys.

12. Select your Contract ID C93222.

Opening an Existing Record

When you want to open an existing record simply activate the window, click the
Open button and select the record you need. Choosing a key first is unnecessary.

Exercise 1-7

In the following exercise, you will open an existing record.
1. Click the Open button and double-click on Subcontract 2.
2. Note the fields in white are editable.
3. Click on the Items folder tab to view Subcontract Items.

4. Click the Close button.

Creating a New Record

There are instances when choosing a key to create a new record is unnecessary.
Simply activate the window and you are ready to create the new record. If you access
an existing record first, however, you must click the New button to create a new
record.
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Review for Section 1

To start the AASHTOWare Project
SiteManager system:

1. Open your internet browser.

2. Inthe Address field type
http://internal/trnsapps/ (CDOT
staff) or
https://consultweb.dot.state.co.us
/TrnsApps (Consultants)

3. In the Windows User name field
type user#.

4. In the Windows Password field
type CDOT*Student.

5. In the Construction data window
click the AASHTOWare Project
SiteManager button.

6. Click the check box to connect to
remote computer and click OK.

7. Click OK.

8. Type your logon identification
name.

9. Press the Tab key.

10. Type your password.

11. Press Enter.

To change your password:

1. Start AASHTOWare Project
SiteManager.

2. On the logon screen type your
User ID and your old password.

3. 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.

©ooN oA

To select a main panel window of
SiteManager:

1. Double-click the window’s icon.

To select up or down a level in
SiteManager:

1. Click the level’s folder tab.

To open more than one window of
SiteManager:

1. Open the first window of
SiteManager.

2. Click the Main Panel button.

Or

3. Click the File menu and click the
Main Panel choice.

4. Open the other window of
SiteManager.

To tile:

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

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

To cascade:

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

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

To move between multiple layered
SiteManager windows:

1. Click the Window menu and click
the name of the SiteManager
window from the list.

To close a SiteManager window:

1. Click the Close button.

Or

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

Or

3. Click the Close button on the
window’s title bar.

To exit SiteManager:

1. Click the Exit button.

Or

2. Click the File menu and click the
Exit choice.
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http://internal/trnsapps/

Or
3.

Click the Exit button on the
AASHTOWare Project
SiteManager title bar.

To access a contract:

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.

Click the appropriate folder tab.
When the review is complete, click
the Close button.

Highlight the appropriate key and
click OK.

To choose keys after you enter a window:

1.

2.

Click the Services menu and click
the Choose Keys choice.

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

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 create a new record requiring new or
multiple keys:

7. Click the Services menu.
8. Select the Choose Keys option.
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Learning Module

Section 2. Initial Contract Activities

The topics and exercises in this book are designed to emulate the lifecycle of a CDOT contract, following
the basic functions of SiteManager that you will use in a logical project order.

By the end of this module, you will be able to:
e Access the Pay Item Consolidation Report
e Add a Subcontract

e Add Subcontract Items
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Accessing the Pay Item Consolidation Report

The Pay Item Consolidation report in the CDOT SiteManager Accessories application
allows you to view a list of all of the contract items by Proposal Line Numbers, along
with the associated Line Item Numbers, quantity and unit price. It is available from
the CDOT SiteManager Accessories application, Contract Administration area. The
report shows the information for bid items and any items added to the Contract via
Change Orders.

This report is used when adding Subcontracts to the Contract. Form 205s are
submitted by the contractor, and list the subcontracted items by Proposal Line
Number. The items must be added to SiteManager subcontracts by Line Item Number.
The Pay Item Consolidation report associates the appropriate Line Item Numbers to
the Proposal Line Numbers.

f¥5iteManager Accessories

File View ‘Window Help

[EIEIEIL
HPay Item Consolidation Report
COLORADO DEPARTMEMT OF TRAMSPORTATION 3‘
PAY ITEM CONSOLIDATION
Contract 1D: C33222-0 DATE: 12/23/2014
PAGE: Page 1 of 44
Proposal Line Humber Description
PCN  Category Mumber Line Item Bid Quantity  Unit Price
Mone Res Fire Hpdrant
93222-B1D 0200 o9z 0.00 1.885.00
Mone F & Minor Contract Revisions
93222810 0200 1215 0.00 1.00
Mone F#t Concrete Incentive Payment
93222-B1D 0200 1220 0.00 1.00
Mone F#é On-The-Job Trainee
93222B1D 0200 1225 0.00 1.00
Mone Fa 0JT Pilat
93222-BID 0200 1230 0.00 1.00
Mone F#a ESE Program
93222B1D 0200 1235 0.00 1.00
Mane F /4 Obtain Power from Public Service Co
93222B1D 0200 1240 0.00 1.00
MHone F/4 Provide STREET LIGHTIMG FROM PSCO
93222-B1D 0200 1245 0.00 1.00
-]

Figure 2-1: The Pay Item Consolidation Report
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Exercise 2-1
In the following exercise, you will access the Pay Item Consolidation report.
1. On the Terminal Services browser window, in the Construction data
window click the SiteManager Accessories button.
2. Click the check box to connect to remote computer and click OK.
3. Click OK.
4. Type USER.
5. Press the Tab key.
6. Type BRONCOS and press Enter.
7. Double-click the Contract Administration icon.
8. Double-click the Pay Item Consolidation Report icon.
9. Inthe Contract ID list, scroll to and select Contract C93222.
10. Click OK.
11. Click the Close button.
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Adding a Subcontract

In CDOT, the data to be entered on the Subcontract window will be obtained
from Form 205.

The Subcontract panel lets the Project Engineer add, modify, and delete Subcontracts
and Subcontract data. This panel also displays calculated DBE commitment amounts.
You can also define both parent Subcontracts and lower tier Subcontracts in this
subcontract panel. When defining a tier 2 Subcontract, you must include the parent
Subcontract’s number.

You must enter an Effective Date and Approval Date for a Subcontract in order for
that subcontractor to be selected and recorded to in a Daily Work Report. The
Effective Date is the date the subcontractor began work on the project. The Approval
Date is the date that the CDOT Form 205 is fully approved and signed.

Subcontracts can be created and items entered before the Form 205 is fully approved,
or at any time during the life of a contract as long as the project is activated. To create
Subcontracts prior to Form 205 approval, simply enter the Subcontract and related
items into SiteManager and leave the Approval Date field blank until the Form 205 is
approved.

All subcontracted Items must be included on the appropriate Subcontract with an
Approval Date. A subcontracted item is denoted by an asterisk at the beginning of the
item’s description. This asterisk is visible in a variety of reports, such as the Estimate
Summary, Overs and Unders report, and more.

The Items a subcontractor is associated with do not become active for reporting to the
subcontractor on a Daily Work Report until the Effective Date and the Approval Date
is filled in. The Approval Date is taken from Form 205. The Effective Date is taken
from the Project Diaries, Form 103.

In CDOT, the Subcontract Number will always be three digits (i.e., 001 or 002.)

) AASHTO siteManager [_[=]
File Edit Services Window Help

IENLANER eI
B Isubcontracts [_[C]
G == Contract D :  [53322271

SubCont Nbr- M | Parent Subcont Nbr: | Supp/Hauler Ind [
Subcontractor [ Contract DBE Goal Pct: fron
Effective Date: [00/00/00  Expiration Date: [00/00/00 Status: INACTIVE
SubCont Type: [ =1 DBE Type: [Spaces

Work Type: [ 1 Cent Type: |
Approval Date: [00/00/00 Pct Twrds DBE Goal: [00 Fed Supp/Haul Fund Pet: [0
Amounts  Pct of Total Sub'd Pct of Total Contract

L

nt: (]
pelty): [ 15300555 23 700

® (non-speltyl: [ 00
Total Spclty Subcontracted: [ .00

Total Subcontracted: [ 102543 68

11130

Effective Date Expiration Date Active Indicator |

Figure 2-2: The Subcontract Description Folder Tab
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1.

2.

10.

11.

12.

13.

14.

15.

16.

Exercise 2-2

In the following exercise, you will create a Subcontract description.

Double-click the Subcontracts icon.

Click on the Open icon.

Double-click on sub-contract 002.

Click on the New icon.

In the SubCont Nbr field, type 003.

Click in the Subcontractor field.

Type in PAK in the Subcontractor Field, then right click.
From the object menu, click the Filter Search choice.

In the list box, click on the vendor’s full name.

Click Ok.

In the Effective Date field, type 082203.

In the SubCont Type drop-down list, click Concrete Pavement.

In the Work Type drop-down list, click CLASS 1 - ALL TYPES OF
WRK.

Click OK.
In the Approval Date field, type 082203.

Click the Save button.

CDOT SiteManager® Learning Guide for Field Construction
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Adding Subcontract Items

In CDOT, the data to be entered on the Subcontractor Item window will be obtained
from Form 205 and the Pay Item Consolidation report, available from the CDOT
SiteManager Accessories application. Form 205 lists Items by Proposal Line Number.
Subcontract Items are entered by Line Item Number. Use the Pay Item Consolidation
report to find the corresponding Line Item Number for each Proposal Line Number on
the Form 205.

The Subcontract Items folder tab lets the Project Engineer 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 Items, the Subcontract Amount is the sum
of all of the Item amounts as calculated by SiteManager. This should equal the
Subcontract amount on the Form 205.

The percent of the total contract calculated by SiteManager is based on the current
contract amount - the original contract amount plus any added items. CDOT’s current
business process tracks percent of original contract amount. Continue to use CDOT
Form 205s to track compliance of percent of work sublet.

All Items approved for installation by a subcontractor must be entered into the correct
Subcontract. This allows the installation of these Items to be recorded to the proper
subcontractor. The Effective Date Approval Date on the Description folder tab must
also be completed.

The CDOT Form 205 will show subcontract prices, those prices will be used for data
entry in SiteManager

B |subcontracts |_ O] x|
| e ltems Contract ID :  [C9322211 Subcontract Nbr:  [002

Project Humber Line Item Item Code Units Type  Specialty Short Description ;I

3222610 0510 E04-25010 Each N “ane Grate [nlet (10 Foot)

3222610 0515 E04-25015 Each N “ane Grate [nlet (15 Foot)

93222-BID 0520 B04-26005 Each M “*ane Grate [nlet (Couble] (5 Foot)

93222-BID 0525 E04-26010 Each M “Wane Grate |nlet [Double] (10 Foot]

4| | 3

Pri Nbr: [ ~ | Line Item:l

Supp Descl: I
Supp Desc2: |

Ruantity Unit Price $ Amount $
Contract Bid: | 0.000 | | .00000 | 1]
Current Contract: | 0.000 | | .0opoad | oo
Parent Subcontract: | 000 | | onand | n
This Subcontract: [ 0.000 | =11 onand | n
[~ Shared level 1 Item Ind Subcontract Amuunl:l .00

Figure 2-3: The Subcontract Items Folder Tab
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Exercise 2-3

In the following exercise, you will add new Subcontract items.

1.

2.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

In SiteManager, click the Items folder tab.
Select New icon.
In the Prj Nbr field drop-down list, click the project.

Position the cursor (changes to the Search Lens) over the Item field.
Click the right mouse button in the Item field and choose the Search
option to review the Item Master List.

Sort the Item Master List, by Line Number, then scroll to and select
Line Number 0315. Click OKk.

Or click in the Item field and type in the Line number 0315.
Click the Tab key.

In the This Subcontract Quantity field, type 28. Be sure to enter the
decimal point.

Press the Tab key twice.

In the This Subcontract Price field, type 40.00.
Click the Save button.

Click the New button.

In the Prj Nbr field drop-down list, click the project.
In the Item field type in the Line number 0320.
Click the Tab key.

In the This Subcontract Quantity field, type 4508.
Press the Tab key twice.

In the This Subcontract Price field, type 30.00.
Click the Save button.

Click the New button.

CDOT SiteManager® Learning Guide for Field Construction
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21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

In the Prj Nbr field drop-down list, click the project.
In the Item field type in the Line number 0660.

In the This Subcontract Quantity field, type 345.
Press the Tab key twice.

In the This Subcontract Price field, type 20.00.
Click the Save button.

Click the New button.

In the Prj Nbr field drop-down list, click the project
In the Item field type in the Line number 0665.
Click the Tab key.

In the This Subcontract Quantity field, type 10.
Press the Tab key twice.

In the This Subcontract Price field, type 60.00.
Click the Save button.

Click the New button.

In the Prj Nbr field drop-down list, click the project.
In the Item field type in the Line number 0670.
Click the Tab key.

In the This Subcontract Quantity field, type 1006.
Press the Tab key twice.

In the This Subcontract Price field, type 10.00.

Click the Save button.
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Partial Iltems

Another common situation is that partial items are sublet. When you have a partial
item to enter on the Form 205, the unit price, NOT THE QUANTITY, is split
between the contractors. Be sure to choose No Common Units Possible as the unit
measure.

Exercise 2-4
In the following exercise, you will add partial items to a Subcontract.
1. Click the New button.
2. Inthe Prj Nbr field drop-down list, click the project.
3. Inthe Item field type in the Line number 0325.
4. Click the Tab key.

5. In the Units field choose No Common Units Possible, as this is a
partial item.

6. In the This Subcontract Quantity field, type 10012.

7. Press the Tab key twice.

8. Inthe This Subcontract Price field, adjust the price to 35.00.
9. Click the Save button.

10. Click the New button.

11. In the Prj Nbr field drop-down list, click project.

12. In the Item field type in the Line number 0330.

13. Click the Tab key.

14. In the Units field choose No Common Units Possible, as this is a
partial item.

15. In the This Subcontract Quantity field, type 94202.
16. Press the Tab key twice.
17. In the This Subcontract Price field, type 29.50, the total bid price.

18. Click the Save button.
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ltems Split Between Multiple Categories

Pay items are frequently split between multiple categories. When such an item is
sublet, you need to create multiple subcontract items — one for each category. The
Subcontract information will be shown on Form 205, but the Pay Item Consolidation
report in SiteManager Accessories shows the plan quantity breakdown between
categories. Use each CATEGORY’S plan quantity for the quantity sublet and the
Subcontract amount in the Price $ field.

Some items may represent both of these situations, partial items that are split between
multiple categories. For partial and partial/split items only, the unit of measurement
must be changed to “No Common Units Possible”.

Exercise 2-5

In the following exercise, you will add Subcontract items that are split between
multiple categories.

1. Click the New button.

2. Inthe Prj Nbr field drop-down list, click project.
3. Inthe Item field type in the Line number 0580.

4. Click the Tab key.

5. Inthe This Subcontract Quantity field, type 9098.
6. Press the Tab key twice.

7. Inthe This Subcontract Price field, type 25.00.
8. Click the Save button.

9. Click the New button.

10. In the Prj Nbr field drop-down list, click project.
11. In the Item field type in the Line number 1520.
12. Click the Tab key.

13. In the This Subcontract Quantity field, type 177.
14. Press the Tab key twice.

15. In the This Subcontract Price field, type 25.00.

16. Click the Save button.
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17. Click the New button.

18. In the Prj Nbr field drop-down list, click project.
19. In the Item field type in the Line number 1825.
20. Click the Tab key.

21. In the This Subcontract Quantity field, type 365.
22. Press the Tab key twice.

23. In the This Subcontract Price field, type 25.00.
24. Click the Save button.

25. Click the New button.

26. In the Prj Nbr field drop-down list, click project.
27. In the Item field type in the Line number 1055.

28. In the Units field choose No Common Units Possible, as this item is a
Partial.

29. In the This Subcontract Quantity field type 1.

30. Press the Tab key twice.

31. In the This Subcontract Price field, type 86253.60
32. Click Save.

33. Click Close.

34. Click the Main Panel folder tab.

CDOT SiteManager® Learning Guide for Field Construction
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Review for Section 2

To add a Subcontract:

To add an Item to a Subcontract:

1. On the Contractor Management 1. On the Contractor Management
panel, double-click the panel, double-click the
Subcontracts icon. The Subcontracts icon. The
Subcontracts panel opens. Subcontracts panel opens.

2. Click the Services menu and click 2. Click the Open button. The Select
the Choose Keys choice. The Contract panel opens.

Select Contract panel opens. 3. Inthe Contract ID list box, scroll

3. Inthe Contract ID list box, scroll to and double-click the Contract.
to and click the Contract. 4. In the Subcontract list box, scroll

4. Click Ok. The panel displays the to and click the Subcontract.
Contract ID. 5. Click Ok. The panel displays data

5. In the Subcontract Nbr field, type for the selected Subcontract.
the 3-digit ID number of the new 6. Click the Items folder tab.
Subcontract. 7. Click the New button.

6. Pressthe Tab key. 8. Inthe Line Item Nbr field enter

7. Ifthisis a Tier 2 or higher the Line Item Number for the Item.
Subcontract, in the Parent The Item is listed on CDOT Form
Subcontract Nbr field, type the 2- 205, and the Line Item Number is
digit ID number of the parent from the Pay Item Consolidation
Subcontract or perform a Search. Report, or perform a Search to

8. In the Subcontractor field, type find the correct Item.
the short name of the 9. Press the Tab key.

Subcontractor or perform a 10. In the This Subcontract Quantity
Search. field, type the quantity of the line

9. In the Effective Date field enter Item subcontracted to this
the effective date from CDOT Subcontract.

Form 103 or Form 205. 11. To change the unit type for the

10. In the Subcont Type drop-down Item, in the This Subcontract
list, click the expand arrow and Unit drop-down list, click the
click the Subcontract type. expand arrow to the right of the

11. In the Work Type drop-down list, current selection and click the unit
click the expand arrow and select type.

Class 1 — All Types of Work 12. In the This Subcontract Price

12. In the Approval Date field enter field, type the unit price of the line

the approval date from CDOT Item.
Form 205. 13. Click the Save button.
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Summary Exercise for Section 2

In the following exercise, you will practice Contract Activation activities.

1.

Navigate to the Subcontract component of Contract
Administration, Contractor Management.

For your contract, create a new subcontract 004 for Lafarge
North America, Inc. for Asphalt HBP.

Enter the Effective Date of 082503.
Enter the Approval Date of 082503.

Add an Item for Line Item Number 0300, 4559 tons at $35.00.

Add an Item for Line Item Number 0305, 10738 tons at $50.00.

Close the Subcontract window.

Exit SiteManager.
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Learning Module

Section 3. Materials Stockpile and Progress Estimate
Process

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

Create a Material Stockpile

Stockpile Multiple Materials for an Item
Replenish a Stockpile

Close Out a Stockpile

Identify the SiteManager Estimate Process
Access Estimate Summary

Access Stockpiled Materials Report



Creating a Materials Stockpile for Payment
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Figure 3-1: The Stockpiled Materials Panel

The Stockpiled Materials panel lets the Project Engineer select materials to be
stockpiled for items on the Contract, and make initial payments to the contractor. The
panel displays Contract Line Item data in the top data window and stockpiled material
data for the selected item in the bottom data window. This data is used by the
SiteManager system during estimate generation to determine the amount to be paid
for the Items installed. The Initial Invoice Payment field of the Stockpiled Materials
window will result in a payment to the Contractor on the next Estimate.

The estimate process enters the installed quantity and the amount paid to date on the
Stockpiled Materials panel. The estimate process also closes out the stockpiled
material balance when the remaining quantity of the stockpile is depleted. If any
quantity remains unused at the end of a project you can manually close out the
balance of the stockpile.

If an Item is made up of multiple materials, create a new Stockpile for each material
using the same Item number. SiteManager will make calculations from each of these
material stockpiles every time quantities of the item are installed.

A Stockpile for an Item can be replenished if another delivery is made. SiteManager
will deplete the first Stockpile before taking from the second Stockpile.
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Before Adding Data

SiteManager calculates payments for Stockpiled Materials based on the quantity of
Material used per Contract Item and the Unit Price set up in the Stockpile.
SiteManager does not automatically apply portions of the invoiced Material quantity
and payment amount to different Contract Items. You must decide how to allocate the
invoiced amounts for a Stockpiled Material. Before adding invoice data to
SiteManager, you must determine the following:

« Which of the invoiced Materials are included in which Items
« How much of the total invoiced Material to allocate to each Item

= What Unit Price to apply to the invoiced Materials — CDOT allows initial
payment of up to 85% of the Contract Unit Price of an Item per Spec
109.07

« If amaterial is delivered in a unit of measure other than the Bid Units, you
can track the stockpile one of two ways:

o make the stockpile units the same as the Bid Units and calculate the
quantity of the invoice to that bid unit of measure

o use the stockpile invoice unit of measure and use the Conversion
Factor to create a one-to-one ratio between the stockpile units and the
bid units. Generally, if you are creating a stockpile for the full bid
amount of an item, divide the invoice quantity by the bid quantity to
find your conversion factor.

« Be certain to enter the system calculated Invoice Amount in the Initial
Invoice Payment field

From these numbers, you can calculate the values to enter in the Quantity and Unit
Price fields of the Stockpiled Materials panel. SiteManager then calculates the amount
to enter into the Initial Invoice Payment field.



Exercise 3-1

In the following exercise, you will log into SiteManager and create a stockpiled
material record.

1. On the Terminal Services browser window, in the Construction data
window click the AASHTOWare Project SiteManager button.

2. Click the check box to connect to remote computer and click OK.

3. Click OK.

4. Type USER.

5. Press the Tab key.

6. Type BRONCOS.

7. From the Main Panel, double-click the Contract Administration icon.
8. Double-click the Contract Records icon.

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

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

11. In the Contract ID list box, scroll to and double-click
C93222

12. In the Contract Project list box, scroll to and double-click  the Project.
13. Click the Line Nbr column header field (to sort by Line Number).

14. In the Contract Item list box, scroll to and double-click the Line Number
1720.

15. Do not enter data in the Matl Code field.
16. In the Stockpiled Description field, type Girders.

17. Press the Tab key.
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18.
19.
20.
21.
22.
23.

24,
25.
26.
27.
28.
29.

30.

Type 082803 in the Invoice Date field.
Press the Tab key.

Type an Invoice Number of 050-A.
Press the Tab key.

Type 428 in the Quantity field.

In the Units drop-down list, click the expand arrow to the right of
the current selection and click Lin Foot.

Press the Tab key.

Type 51.58 for the Unit Price.

Press the Tab key.

Enter 1.0 as the Conversion Factor.
Press Tab and note the Invoice Amt field.

In the Initial Invoice Payment field, type 22076.24 (the calculated
Invoice Amount.)

Click the Save button.

Stockpiling Multiple Materials for an Item

If an Item consists of multiple materials, several of which are being stockpiled, a new
Stockpile can be created for each material under the same Line Item number. Each
new stockpile for the Line Item Number will have a new Material Sequence Number.
When creating multiple stockpiles for an item, be sure that the combined total Initial
Invoice Payment for all of these materials does not exceed 85% of the contract unit
price for the item. SiteManager will make calculations from each of these material
stockpiles every time quantities of the item are installed.




1.

8.

9.

Exercise 3-2

In the following exercise you will create a stockpile for another
material under the same item.

Click the New button. Note this is Material SN2 for the
same item.

In the Stockpiled Description field, type BT54 Girders.

In the Invoice Date field, type 082803.

. Press the Tab key.

In the Invoice Number field, type 050-A.

. Press the Tab key.

In the Quantity field, type 355.
In the Units drop-down list choose Lin Foot.

In the Unit Price field, type 25.79.

10. Click the Tab key.
11. Enter 1.0 as the Conversion Factor.
12. Press tab and note the Invoice Amt field.

13. In the Initial Invoice Payment field enter 9155.45 from the

Invoice Amt field.

14. Click the Save button.

Creating a Stockpile for a Different Item

To create a Stockpiled Material for a different item you must choose a new key. By
just clicking the New button you will create a new Material Sequence number under
the same item. You must also go to the Services menu, Choose Keys and select a new

item.
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Exercise 3-3

In the following exercise you will create a stockpile for a different item.

1.

2.

8.

9.

10

11

12.

13.

14.

15.

16.

17.

Click the New button.

Click the Services menu.

Select the Choose Keys option.

In the Stockpiled Materials list select Line Item 0740.

In the Stockpiled Description field, type High Mast Light
Standard (140°).

In the Invoice Date field type 082703.
Press the Tab key.

In the Invoice Number field type 673656.
Press the Tab key.

. In the Quantity field type 2.

. In the Units drop-down list choose Each.
In the Unit Price field type 11445.00.
Click the Tab key.

Enter 1.0 as the Conversion Factor.
Press Tab and note the Invoice Amt field.

In the Initial Invoice Payment field enter 22890.00 from the
Invoice Amt field.

Click the Save button.
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Figure 3-2: Replenish a Stockpiled Material

Replenish a Material Stockpile

If another delivery is made for a stockpiled Item, the original stockpile can be
Replenished. Each replenished stockpile will have a new Replenish Sequence
Number. SiteManager allows you to change the unit of measure or the unit price for
the replenished stockpile, or you can leave them the same as the original stockpile.
SiteManager will include the initial payment to the contractor on the next estimate,
but will deplete the first Stockpile before taking from the next replenished Stockpile.

Exercise 3-4

In the following exercise, you will Replenish stockpile for an item that was previously stockpiled.

1. Click the Open button.

2. In the Stockpiled Materials list, select Line ltem 1820.

3. Click OK.

4. Click the Services menu and choose Replenish Material.

Note the Replenish SN of 1.
5. Enter 090103 in the Invoice Date field.
6. Press the Tab buton.
7. Type an Invoice Number of 080-B.

8. Press the Tab key.
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9. Enter 120 in the Quantity field.
10. Press the Tab key and note the Invoice Amount field.
11. Type 523.20 in the Initial Invoice Payment field.

12. Click the Save button.

Close Out the Balance of a Material Stockpile

A stockpile may need to be closed out at or prior to the end of a project. For example, there
may be a quantity of a stockpiled item left at the end of a project that will not be used. The
Project Engineer can Close Out the balance of the stockpiled item. SiteManager will calculate
the amount already paid in the Initial Invoice Payment to the Contractor for the remaining
quantity and deduct that amount from the next Estimate.

Exercise 3-5
In the following exercise, you will Close Out a Balance for a stockpiled Item.
1. Click the Open buton.
2. Inthe Stockpiled Materials list box, select Line Item 0980 and click OK.
3. Click the Services menu and choose Close Out Balance.
4. Click the Close button.
5. Click Yes.

6. Click the Main Panel folder tab.

The First Estimate and a Materials Stockpile

Ordinarily, it is the installed item quantities in authorized Daily Work Reports that the
SiteManager Estimate process uses to pay the Contractor. In this particular scenario,
the Initial Invoice Payment field of the Stockpiled Materials window will result in a
payment to the Contractor on the first Estimate.




Estimates Overview

The Estimate generation process allows the Project Engineer or Finals Administrator
to generate an Estimate to determine the payment due to the contractor. Project
Engineers will generate progress Estimates throughout the life of a project. At the end
of a project, the Finals Administrator generates a final Estimate once the contract is
ready for finalization. Further settlements or payments can be made after finalization
of the contract via a Supplemental Estimate generated by the Finals Administrator.

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

= Generate the Estimate

» Review Estimate information
= Approve or reject Estimate

» Track Estimate status

« Log Payment Of Estimate

The Estimate generation process allows the Project Engineer to generate an Estimate for
the Contract. Select to generate a Progress Estimate from the Contractor Payments
component of SiteManager. The system then performs a background process that
performs the following activities:

« Delete pending Estimate. This activity deletes any previous pending
Estimate that has been generated, but not approved. It will delete only that
pending estimate.

« Determine quantities for payment. This activity determines the quantity
to be paid to the contractor based on installed quantities of line items
posted on authorized Daily Work Reports that are included in the Estimate
date range.

« Calculate stockpiled materials. This activity checks those installed items
to determine if any have stockpiled materials associated with them. If an
item does have stockpiled materials, SiteManager will determine the
amount already paid for the installed quantity, then add a new line item
adjustment to deduct that amount from the current Estimate.

« Calculate retainage. This activity automatically calculates the amount of
retainage for the Estimate based upon the method identified for CDOT.
The calculated retainage amount is dispensed among the various retainage
accounts. If securities exist, that amount will be calculated on the estimate
in place of retainage.

« 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.
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Accessing the Stockpiled Materials Report

The Stockpiled Materials report in the CDOT SiteManager Accessories application
allows you to view detailed activity for stockpiled Items. It is available from the
CDOT SiteManager Accessories application, Contract Administration area. The
report shows the bid information and stockpile information for all stockpiled Line
Items on the Contract. Then, for each Item the report lists all activity within the
stockpile, including the Initial Invoice Payment, all installations of the Item, and all
payments for the stockpiled Item.

Colorado Department of Transportation
Stockpiled Materials for Contract C93222-11 (IM 2706 -030)

Project Category  LIN  Bid+COOty IltemUnit ltem UnitPrice Bid + CO Amount
9322281 0o 00 325.000 LF $45.00000 $14,960.00

Maximum Stockpile [#5%): $39.10000 $12,707.50
51906060 6 Inch Ductile ran Pipe

Material Sequence Number: 1 Replenish Sequence Number: 0 Status: Active J
6 DIF
Invoice Nbr Invoice Date Invoice Quantity  Invoice Unit Invoice Unit Price Invoice Amount
B544671 08125/2003 325.000 LF §7.39840 §2404.48
Comversion Factor Initial Payment  Quantity Installed  Quantity Remaining
1.00000 §2,404.48 5.000 320,000

Estimate _Adjustment Type Adjustment Gty Unit Price Amount]

0001 Initial Payment 2,404,453
0001 Quantiy Installed 500000 (57.38041) (335.99)

Totals 500000 2,367.49

Figure 3-3. The Stockpiled Materials Report

Exercise 3-6
In the following exercise, you will view the Stockpiled Materials report.

1. Click the Main Panel folder tab in CDOT SiteManager
Accessories application.

2. Double-click the Contract Administration icon.
3. Double-click the Stockpiled Materials icon.

4. In the Contract list box, select Contract C93222.
5. Click Ok.

6. When through, click the Close button.




Accessing the Estimate Summary

The Estimate Summary report in the CDOT SiteManager Accessories application
allows you to view the detailed Estimate Summary for an Estimate. It is available
from the CDOT SiteManager Accessories application, in the Contractor Payments
area. The report shows the calculated totals for the Estimate, then the activity for each

Line Item on the Contract.
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ONTID: C93¢2¢-11 EITIMATE Ho: 000l FROR

BON: 92822-BID COFES REPOETING CATEGOEY: 6

CONTEACT TESCRIPTION: 10%l CALEMIER TEVI

270 EXTENSION PHASE 11 3KD TIT OBIG TIME ALLOG 103l CALEMIGR D&W3

FROJELT HO: M 2706-020
70 EXTEWSION FEASE I1 AWD 11T
WME OF RORD: I 76 and I 270

FROJECT COUNTIES ALEME, REGIOH €

ONTRACTOR:
HAMOH [ONTRACTORS, IHE EAY PERIOD IHDING O £1f 2002 IATE TIME STARTED 04/ 2572002
5670 TEANKLIN STEEET I&TE LET 04 z0F 2000 DATE WORK EEGEN
DETE AREDED [T TTH D&TE TIME STOPPED
DATE CONTEACT EXECUTED 0641852002 DATE ACCEFTED
TENVER o s0gls 303-297-0340 L&TE HOTICE To PEOCEED 0F 52002
CUREENT TOTAL THIS ESTIMATE
CUREENT FROJECT AMT: 4 20,9%5,636.04 PARTICIBATING $ 1265675 5 1664675
AAED FROJERT 2MT: 4 £0,935,.626.04 HON-FARTICIFATING (A1 .00
PERCENT COMPLETE 0.0+ TOTAL EAFNINGE 12,656,795 1E646.95
FURDS A0AILAELE: 4 u0.9g2.949. 69 STOCKPILED MRTERIALE 503759 027,59
GRO33 EAFNINGS 19,724.24 1772838
TOTAL CLAINS 4 .00 EETATHAGE -130.20 -130.20

Figure 3-4: The Estimate Summary Report

Exercise 3-7

In the following exercise, you will view the Estimate Summary report.

1. Open the CDOT SiteManager Accessories application.

2. Double-click the Contractor Payments icon.

3. Double-click the Estimate Summary icon.

4. In the Contract list box, select Contract C93222.

5. In the Estimate Number list box, select Estimate 0001.

6. Click Ok.

7. When through, click the Close button.
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Review for Section 3

To create a Material Stockpile:

1.

2.

10.

11.
12.

13.

14.
15.
16.
17.

18.

From the Main Panel double-click the
Contract Administration icon.
Double-click the Contract Records
icon.

Double-click the Stockpiled
Materials icon. The Stockpiled
Materials panel opens.

Click the Services menu, Choose
Keys option.

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

Highlight the Item for which to create
the stockpile and click OK.

Type a description for the stockpile.
Type an invoice date for the
stockpile.

Type an invoice number for the
stockpile.

Enter the quantity of the stockpile.
From the drop-down list, select the
Units for the stockpile. Keep the
stockpile units the same as the bid
units when possible and leave the
conversion factor at 1. Or, if the
stockpile units and bid units are
different, you can use the conversion
factor to create a 1-to-1 ratio.

In the Unit Price field enter the unit
price for the stockpile.

Press the Tab key.

Enter the Conversion Factor (1.0).
Press the Tab key.

In the Initial Invoice Payment field,
enter the exact number shown in the
Invoice Amount field.

Click the Save button.

To create Multiple Stockpiles for an Item:

1.

3.

With the original stockpile open, click
the New button. The Stockpiled
Materials panel shows a new entry,
but with a Matl SN of 2 (Material
Sequence Number).

Enter the description, invoice data and
number, quantity, units and unit price
for this material stockpile.

Click the Save button.

To Replenish an Item’s Stockpile:

1.

3.

With the original stockpile open, click
the Services menu, Replenish
Material option. The Stockpiled
Materials panel shows a subset of the
original entry, but with a Replenish
SN of 2 (Replenish Sequence
Number).

Enter the invoice data and number,
quantity, and unit price for the
replenished stockpile.

Click the Save button.

To Close Out the Balance of an Item’s
Stockpile:

1.

2.

3.

4.

Open the stockpile for the item that
you want to close out.

Click the Services menu, Close Out
Balance option.

The Remaining Quantity field
becomes zero. The next Estimate will
reflect a negative adjustment to take
back the initial payment for the
remaining stockpiled quantities.
Click the Save button.



Summary Exercise for Section 3

In the following exercise, you will practice stockpile activities.

1.

In SiteManager, navigate to the Stockpiled Materials window
of Contract Administration, Contract Records.

For contract C93222, Line Number 0755 create a stockpile for
Lowering Device (high mast).

The invoice date will be 08/29/03 and the invoice number
673657.

Pay the full Bid Quantity at a unit price of 3815.55, keeping the
units the same as the Bid units. Make the invoice payment the
calculated price.

Close the Stockpiled Materials window.

Navigate to the Main Panel.
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Section 4. Contract Master Lists

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

Associate Vendor Equipment with a Contract
Associate Vendor Personnel Types with a Contract
Associate Vendor Supervisors with a Contract
Associate Transportation Agency Staff with a Contract

Remove Vendor Associations from a Contract

Learning Module

CDOT SiteManager® Learning Guide for Field Construction
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Contract Master List Maintenance

During the creation of Daily Work Reports, Contractor Supervisors
and Personnel Types are selected from standard drop-down lists on the
Contractor folder tab. Contractor Equipment is similarly selected from
a standard drop-down list on the Contractor Equipment folder tab.
Transportation agency staff members are selected from a standard
drop-down list on the Daily Staff folder tab.

The entries available for these drop-down lists are maintained in the
Vendor Master List. The Project Engineer must associate the
appropriate entries to their Contracts to make them available for
selection in the Daily Work Report window.

The Contract Master List function allows you to associate the active
Equipment, Personnel Types, and Supervisors on the Vendor’s Master
List to specific Contracts. Each Contract can have one or more
approved vendors. The Vendor Master List entries for the prime
Contractor and any approved Subcontractors will be available to
associate to the Contract. If necessary, entries can also be removed, or
disassociated, from a Contract.

Contract Master Lists must be created on the SiteManager server. For
the entries to be available in Standalone mode, the Basic Contract Data
must be pipelined down. Then the data will be available in the drop-
down lists for Equipment, Personnel Types, and Supervisors on the
standalone DWR.

ALL Staff members associated with ANY vendor will be available for
association to the Contract.

Associating Vendor Equipment with a Contract

The Equipment Radio button is the active radio button when you first
enter the Contract Master List. Only the active Equipment that has
been added to the Vendor’s Master List may be associated with the
Contract.

4-2
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Figure 4-1: Associating Equipment to a Contract

contract.

1.

Exercise 4-1

In the following exercise, you will associate vendor equipment to a

Double-click the Daily Work Reports icon.
Double-click the Reference Table icon.
Double-click the Contract Master List icon.

In the Contract list box, select Contract C93222.

On the Vendor list box, scroll to and double-click
Hamon Contractors, Inc. The Equipment Master List
is displayed.

Highlight BLADE #115 and click the Add button. The
piece of equipment moves to the Contract Vendor List
column.

Click the Save button.

CDOT SiteManager® Learning Guide for Field Construction
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Associating Vendor Personnel Types with the

Contract

Only the active Personnel Types that have been added to the Vendor’s

Master List may be associated with the Contract.

B 1 AASHTO SiteManager

HEIE
File Services ‘window Help
EN T
E'!Eontract Master List !E

Contract ID:  |C33222-11 Vendor 1D: |884A

[HAMON CONTRACTORS, INC.

* Personnel

I ~ Equipment " Superyisor

Yendor Master List:

" Staff Member

Contract Vendor List:

Personnel Hame =

Equiprnent Operatar
EQUIPMENT DPERATOR
Erozion Contral Officer
FINISHER

FLAGGER

FOREMAN

FR&N CRUZ [FLAGGER)

Add ->

Greg Collar - Surveyor
Laborer

Add All ->>

LERDY ALLRED [FLAGGER]

<- Remove

Migc. Labor
MNORMA GUZMAN [FLAGGER]

<<- Rem All

Public Infarmation Officer
SH&MWN HUMPREY (FLAGGER)

L]

<| |

Personnel Hame

LABORER
OPERATOR

4 | |

[Ready

[Server JoEV [TECHSUF  [KELLYJ

Figure 4-2: Associating Personnel Types to a Contract

Exercise 4-2

to a contract.

3. Click the Save button.

In the following exercise, you will associate vendor personnel types

1. Click the Personnel radio button.

2. Highlight Equipment Operator and click the Add

button. The personnel type moves to the Contract
Vendor List column.

Contract Master Lists



Associating Vendor Supervisors with the
Contract

Only the active Supervisors that have been added to the Vendor’s
Master List may be associated with the Contract.

B | AASHTO SiteManager [ [=]x]
File Services ‘Window Help

T2

B ) Contract Master List

IM[=] E3

Contract ID: 09322211 Vendor ID:  [8844 |HAMON COMTRACTORS, INC.
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Vendor Master List: Contract Yendor List:

| Supervisor Name =l Supervisor Mame
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EEYIN ENGELHARDT
Chriz Slaugenhoup

CLARENCE

CRa&IG LEIGH

DANA

Dave Keefe

DaWE KEEFE

DEEBBIE BAUMGARDMER | Addan >
ED ]
Eduardo Rascon <- Remove
GEORGE McPHERSOM

GREG BRADFORD

Jack Brackett

JACK BRACKETT, SUPERINTENDENT

of
< | » +| |

|Ready

Add >

<<- Rem All

[Server DEV  [TECHSUP  |KELLYJ

Figure 4-3: Associating Supervisors to a Contract

Exercise 4-3

In the following exercise, you will associate vendor supervisors to a
contract.

1. Click the Supervisor radio button.

2. Highlight Dana Wood and click the Add button. The
supervisor moves to the Contract Vendor List column.

3. Click the Save button.
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Associating Staff Members with the Contract

ALL active Staff members associated with any vendor will be
available for addition to the Contract.

F | AnSHTO siteManager [_ =[]
File Services ‘Window Help
mErR R
B! Contract Master List [_ O]
Contract ID:  |C33222-11 Vendor ID: 5844, [HAMON CONTRACTORS, INC.
| " Equipment " Personnel " Supervisor " Staff Member
Vendor Master List: Contract Vendor List:
% s/icC| Staff | ~ 5SN/SIN Stalf Name
5| 100000 Tom Gardunc
100575 C A Ravgiala Cody Cline
1001115 Al Wallgjos
1001605 Al Valejos
100001 5 AlVallejos
100384 C Alat Hotchkies
100058 5 Alazar Tesfaye
100161 5 Alazar Tesfaye Add >
100346 5 albert slruc\f Add All -5>
100541 5 Albert Y allejos
1003235 Albert Vallsios <- Hemove
1003505 Albert Valsis <<- Rem All
100352¢C Ailex Kouprievitch
100508 5 Alex Kouprievitch
100002 5 Andy Garton
4| | LI_I 1 | i
|Ready [Server |DEV [TECHSUP  [KELLYY
Figure 4-4: Associating Staff Members to a Contract
Exercise 4-4

1. Click the Staff Member radio button.

In the following exercise, you will associate transportation agency
staff members to a contract.

2. Highlight VValdez, Janie and click the Add button. The
staff member moves to the Contract VVendor List

column.

3. Highlight Tom Garduno and click the Add button. The
staff member moves to the Contract VVendor List

column.

4. Click the Save button.

46

Contract Master Lists



Removing Master List Entries From the
Contract

Equipment, Personnel Types, Supervisors and Staff Members that have
been associated with a Contract can be removed from the Contract.

Exercise 4-5

In the following exercise, you will remove master list entries from a
contract.

1. Highlight Tom Garduno in the Contract Vendor List
column and click the Remove button. The staff member
moves back to the Vendor Master List column.

2. Click the Save button.

3. Click the Close button.

CDOT SiteManager® Learning Guide for Field Construction
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Review for Section 4

To Associate Vendor Master List
Equipment to a Contract:

1.

From the SiteManager main panel,
double-click the Daily Work
Reports icon.

Double-click the Reference
Tables icon.

Double-click the Contract Master
List icon.

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

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

The Equipment Master List is
displayed.

Highlight the desired piece of
Equipment from the Vendor
Master List window and click the
Add button. The piece of
Equipment is added to the Contract
Vendor List window.

Click the Add All button to add all
of the Vendor equipment master
list entries to the Contract.

Click the Save button.

Click the appropriate radio button
to associate other entries, or click
the Close button.

To Associate Vendor Master List
Personnel Types to a Contract:

1.

2.

From the SiteManager main panel,
double-click the Daily Work
Reports icon.

Double-click the Reference
Tables icon.

Double-click the Contract Master
List icon.

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

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

Click the Personnel radio button.
Highlight the desired Personnel
Type from the Vendor Master List
window and click the Add button.
The Personnel Type is added to the
Contract Vendor List window.

Click the Add All button to add all
of the Vendor personnel master list
entries to the Contract.

Click the Save button.

Click the appropriate radio button
to associate other entries, or click
the Close button.

To Associate Vendor Master List
Supervisors to a Contract:

1.

S

From the SiteManager main panel,
double-click the Daily Work
Reports icon.

Double-click the Reference
Tables icon.

Double-click the Contract Master
List icon.

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

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

Click the Supervisor radio button.
Highlight the desired Supervisor
from the Vendor Master List
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Or
1.

2.
3.

window and click the Add button.
The Supervisor is added to the
Contract Vendor List window.

Click the Add All button to add all
of the Vendor supervisor master
list entries to the Contract.

Click the Save button.

Click the appropriate radio button
to associate other entries, or click
the Close button.

To Associate Vendor Master List Staff
Members to a Contract:

1.

From the SiteManager main panel,
double-click the Daily Work
Reports icon.

Double-click the Reference
Tables icon.

Double-click the Contract Master
List icon.

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

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

Click the Staff Member radio
button.

Highlight the desired Staff Member
from the Vendor Master List
window and click the Add button.
The Staff Member is added to the
Contract Vendor List window.

Click the Add All button to add all
of the Vendor staff member master
list entries to the Contract.

Click the Save button.

Click the appropriate radio button
to associate other entries, or click
the Close button.

To Remove Master List Entries From a
Contract:

1.

From the SiteManager main panel,
double-click the Daily Work
Reports icon.

Double-click the Reference
Tables icon.

Double-click the Contract Master
List icon.

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

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

Click the appropriate radio button
for the entries to remove.
Highlight the desired entry from
the Contract Master List window
and click the Remove button. The
entry is removed from the Contract
Vendor List window.

Click the Rem All button to
remove all of the Vendor master
list entries from the Contract.

Click the Save button.

Click the appropriate radio button
to remove other entries, or click the
Close button.
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Summary Exercise for Section 4

In the following exercise, you will associate Vendor entries to the
Contract Master List.

1. Navigate to the Contract Master List area of Daily Work
Reports.

2. Associate the first entry for each area (Equipment, Personnel,
Supervisor, Staff Member) to Contract C93222 for the vendor
Tierra Environmental Consultants, Inc.

3. Navigate to the Main Panel.

4-10
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Learning Module

Section 5. Daily Work Reports |

By the end of this module, you will be able to:
= Understand the basic concepts of DWRs

« Create a DWR

« Enter basic Daily Work Report Info

« Enter Contractor activity

» Enter Contractor Equipment tracking

« Enter Transportation Agency Staff activity
= Selectand record a Work Item

« Previewa DWR
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Daily Work Reports

Daily Work Reports were designed for the Inspector to track the daily activity on a
construction project. At CDOT, the Inspector or Project Engineer creates daily
records of construction activity in Daily Work Reports. DWRs contain the following
data:

«» DWR date

= Inspector

« Weather and temperature information

« Contractor activity — supervisor, equipment, personnel types on site
» CDOT staff and consultant on site

« Item activity — installed quantities, contractor, location, and more

= Attachments

One Daily Work Report is allowed per person (project Engineer or Inspector)
per contract per day.

Only the person who creates a DWR may modify it.

The Daily Work Report Select screen lists all of the DWRs for the selected Contract
and User ID. You can open any DWR for a contract you are authorized to work on,
but can not modify a report you did not create. A DWR will open as Read Only if the
system finds one of the following:

» Daily Work Report has been authorized

= You are not the author of the Daily Work Report

B JAASHTO SiteManager [-[5]x]
File Edt Services Window Help

BERE2(DEEBER]

" DWRInfo Cortractors Contractor Equip. Daily Staff Work ltems Force Aocounts

Contract ID: [F5322271 Inspectar: [Tery Morales, Projec! Engineer
DWR Date: [ 03/28/03
Locked: fio Temperature Weather Conditions
Authorized: [fes High:| 0 & amcl =
Authorized Date: [T/Z3/03 Low:[ 0 2] Pu.:[ 5|
No Work ltems Installed: [~ Work Suspended: [
No Contractors On Site: [ Suspended Time: 00:00 =
No Daily Staff On Site: [ Resume d Time: [

Figure 5-1: The Daily Work Reports Panel
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Exercise 5-1

In the following exercise, you will navigate the folder tabs of Daily Work Reports
window.

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

2. Double-click the Daily Work Reports icon.

3. Click on the Services menu,then click Choose Keys.
4. Scroll to and select your Contract ID C93222.

5. Click on the Contractors folder tab.

6. Click on the Contractor Equipment folder tab.

7. Click on the Daily Staff folder tab.

8. Click on the Work Items folder tab.

CDOT SiteManager® Learning Guide for Field Construction
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The Daily Work Reports window has the following folder tabs:

DWR Info The DWR Info folder tab lets you create or edit a Daily
Work Report and collect information about work
performed that day.

Contractors  The Contractors folder tab lets you to track daily data on
the Contractor, supervisor(s), and personnel type(s) on site
for the day.

Contractor The Contractor Equip folder tab allows you to document
Equip the daily presence and use of equipment on the job site for
the selected Contractor.

Daily Staff The Daily Staff folder tab permits you to enter daily
information on state employees and consultants on site for
the day. Staff/consultant hours, the type of work
performed, and data on state vehicle usage can be tracked.

Work Items  The Work Items folder tab allows you to view and record
installed Work Items and daily usage for the Items.

Creating a Daily Work Report

A Daily Work Report can be created for the current day or a previous date. You
cannot create a DWR for a future date.

Once a DWR s created it cannot be deleted, nor can the date be changed. A Daily
Work Report is a legal document, possibly a source document, for work performed on
the project. If you create a DWR with an incorrect date, simply do not post any work
or items on the DWR and do not authorize the DWR. Sitemanager will not let you
create a duplicate DWR for date on which you already have a DWR.

A minimum DWR in SiteManager includes data on the DWR Info folder tab,
including:

= The date of the DWR

= The Inspector or Project Engineer who created the DWR

A minimum DWR that reports installed quantities of items must also include:
« The Contractor reported on the site

= The quantities of the item that were installed, contract that installed the items, and
location of the installation
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Exercise 5-2

In the following exercise, you will create a DWR for September 2, 2003.
1. Go back to the DWR Info. Folder tab.
2. In the Date field enter 090203.

3. Click the Save button.

B | AASHTO SiteManager | _ 5] x|
File Edit Services Window Help

=TT = ==

B Daily work Reports

IM[=] E3

Force Accounts

D'WH Info. Contractars Contractar Equip.

Contract ID: |C83222-11 Inspector: Easun Kelly, Region 1
DWR D ate: I i 0400400

D aily Staff ‘whark ltems

Locked: Flo Temperature Weather Conditions
Authorized: Flo High: 1 ill AM: | L'
Authorized D ate: IDUKDUKDD Low: I 0 il‘ P.M.: I 3

Mo Work Items Installed: [+
No Contractors On Site: [V
Mo Daily Staff On Site: [

Work Suspended: [

Sugpended Time: I 00:00 =

Resumed Time: 0000 =

Bl leb

Accident
Delays
EED lssues

Remarks:

K|

Figure 5-2: The DWR Info Folder Tab

Modifying Basic DWR Info

The DWR Info folder tab lets you create or edit a DWR and collect information about
the day for which the DWR was created. For example, you can enter weather
conditions and high and low temperatures for the day here. The name of the author of
this report is displayed in the Inspector field. The date covered by this report is
displayed in the DWR Date field. The Locked and Authorized fields indicate the
state of the DWR. If either the Locked or Authorized field displays Yes, you cannot

modify the DWR.
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This folder tab has three check boxes — No Contractors On Site, No Daily Staff On
Site, and No Work Items Installed — that indicate there is no data for the subject.
These boxes are checked by default. When you enter data for the subject on another
folder tab, the SiteManager system automatically clears the corresponding check box.

Remarks are also recorded on this folder tab. To record a remark, select a remark
type from the list and enter the text in the Remarks field. The Remarks field does not
have a size limit, and can be pasted to and from a word processor. If a remark has
already been entered for the selected type, as indicated by a green check mark next to
the type, the remark appears in the Remarks field.

If work is suspended during the day, click the Work Suspended check box and record
the times suspended and resumed in the Time fields. Additional suspended times for
that day can be recorded in the Remarks field. This function is used for work
suspended for portions of the day, and should not be used to indicate winter or other
long term suspension.

Temperature and weather data is optional on the DWR. The PE must record this data
on the Diary.
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Exercise 5-3

In the following exercise, you will complete the DWR Info folder tab for the new
DWR of September 2nd.

In the High field, type the high temperature of 65 degrees.
Press the Tab key.

In the Low field, type the low temperature of 42 degrees.
Press the Tab key.

In the A.M. drop-down list, click the expand arrow to the right of the
current selection and click Clear.

In the P.M. drop-down list, click the expand arrow to the right of the
current selection and click Clear.

Scroll to and click the remark type Visitor.

In the Remarks field type President of Prime Contractor visited site.

Click the Save button.

Modifying Contractor Activity

The Contractors folder tab in Daily Work Reports lets you enter daily data on the
Contractor, their supervisor(s), and personnel type(s) working on the project for the
day. Equipment usage is recorded on the Contractors Equipment folder tab. Select
the Contractor from a drop-down list of Contractors and Subcontractors that are
authorized to work on the Contract. The Prime Contractor is always at the top of the

drop-down list. Only the Prime Contractor and any Subcontractors associated with the

contract in SiteManager will be in this list. Subcontractors are associated with the
Contract and approved for specific work items in the Subcontract window of the
Contract Administration component.

CDOT SiteManager® Learning Guide for Field Construction
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You must record a Contractor on-site on the Contractors folder tab before you are
allowed to record installed work items in SiteManager. A minimum Daily Work
Report that will be included in an Estimate has a Contractor on-site and records
installed work items

After selecting a Contractor, choose the Supervisors and Personnel Types associated
with the selected Contractor from the drop-down lists in these fields. The records that
appear on the drop-down lists are stored on the Contract Master List. See Section 4 —
Contract Master Lists for more information on maintaining the Contract Master List.
You cannot choose the same Supervisor or Personnel Types more than once on the
same DWR.

If recording Supervisors and Personnel Types for the Contractor, do not enter data in
the following fields: Nbr of Supervisors, Nbr of Workers, Contractor Hrs Worked.
The data you enter in other fields will populate these fields.

The Total Hours field of the Personnel Type data window is actually a calculated
field. SiteManager will calculate the number of persons you enter by the number of
hours you enter and automatically enter the total hours.

! ansHTO SiteManager [_[=]x]
File Edit Services ‘window Help

|mmEE 0= 9| RE

B Daily Work Reports M= E3
D'WH Infa, Contractors I Contractar Equip. Draily Staff otk Items Force Accounts
Contract ID:  |C33222-11 Inspector:  [Termy Marales, Project Engineer Date: [08/28/03
Hbr of Nbr of Contractor

[Contractor Supervisors Waorkers His Worked

8844 H&MON COMTRACTORS, INC. ** PRIME **

| Hours
Supervisor/Foreman Name Worked

Nbr of Hours Total
Personnel Type Persons Worked Hours

Figure 5-3: The Contractor Folder Tab

5-8 Daily Work Reports |



Exercise 5-4
In the following exercise, you will report the prime Contractor on site.
1. Click the Contractors folder tab.

2. Click in the Contractor data window and click the New button. An
empty row is added to the list.

3. Inthe Contractor drop-down list, click the expand arrow and select
HAMON CONTRACTORS, INC.

4. Click the Save button.

CDOT SiteManager® Learning Guide for Field Construction
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Exercise 5-5

In the following exercise, you will add a supervisor and record the supervisor’s
hours.

1. Click in the Supervisor data window and click the New button. An
empty row is added to the list.

2. In the Supervisor drop-down list, click the expand arrow and select
Dana Wood.

3. Press the Tab key.
4. Inthe Hours Worked field, type 8 and the decimal point.

5. Click the Save button.

Exercise 5-6

In the following exercise, you will add a personnel type and record 8 hours
worked.

1. Click in the Personnel Type data window and click the New button.
An empty row is added to the list.

2. In the Personnel Type drop-down list, click the expand arrow and click
the Equipment Operator choice.

3. Press the Tab key.
4. Inthe Nbr of Persons field, type 2.
5. Inthe Hours Worked field, type 8 and the decimal point.

6. Click the Save button.
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Figure 5-4: The Contractor Equipment Folder Tab

Modifying Contractor Equipment Activity

The Contractor Equip folder tab allows you to document the presence and use of
equipment on the job site for the selected Contractor. After selecting a Contractor,
choose the Equipment IDs from the drop-down list in the Equipment ID field. The
records that appear on the drop-down lists are stored on the Contract Master List. See
Section 4 — Contract Master Lists for more information on maintaining the Contract
Master List. You cannot choose the same Equipment ID more than once on the same
DWR.

Enter the number of pieces of each equipment type on the site for the day, the number
of pieces used, and the number of hours each equipment type was used. Enter the
total hours used for all pieces of equipment, as SiteManager does not calculate the
total for this field. A Contractor must be selected before you are able to enter their
equipment information for the day.

Exercise 5-7

In the following exercise, you will add contractor equipment and record
the hours it was used.

1. Click the Contractor Equipment folder tab.

2. Click in the Equipment ID data window and click the New button. An
empty row is added to the list.

CDOT SiteManager® Learning Guide for Field Construction
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3. Inthe Equipment 1D drop-down list, click the expand
arrow and click Blade #115.

4. Press the Tab key.

5. Inthe Nbr of Pieces field, type 2.

6. Pressthe Tab key.

7. Inthe Nbr Used field, type 2.

8. Press the Tab key.

9. Inthe Hours Used field, type 16 and the decimal point.

10. Click the Save button.

Figure 5-5: The Daily Staff Folder Tab

Modifying Daily Staff Activity

The Daily Staff folder tab lets you track daily information on state employees and
consultants. A staff member can be entered more than once per DWR with a different
work code. Each entry shows how many hours the staff member worked, the type of
work performed, and if a state vehicle was used. Its identification number can be
recorded along with its starting and ending mileage. Select staff members from the
drop-down list in the Staff Member field. The records that appear on the drop-down
lists are stored on the Contract Master List. See Section 4 — Contract Master Lists for
more information on maintaining the Contract Master List.
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Exercise 5-8

In the following exercise, you will add a daily staff record.
1. Click the Daily Staff folder tab.
2. Click the New button

3. In the Staff Member drop-down list, click the expand arrow and select
Valdez, Janie.

4. Press the Tab key twice.

5. Inthe Reg Hours field, type 8.

6. Press the Tab key twice.

7. Inthe Vehicle ID field, type CDOT 5789
8. Press the Tab key.

9. Inthe Starting Mileage field, type 12,750.
10. Press the Tab key.

11. In the Ending Mileage field, type 12,807.

12. Click the Save button.

Selecting and Recording Work Items

The Work Items folder tab allows you to view and record installed Work Items and
their daily usage data. Before entering Work Item data, the Contractor responsible for
the Work Item must be entered on the Contractors folder tab. When the Work Items
folder tab is first selected, the Select Work Item screen is displayed. The Record
Work Item and Select Work Item buttons let you toggle between the two different
screens of the Work Items folder tab.

To enter Item data, first select the Item on the Select Work Item screen, then navigate
to the Record Work Item screen. From the Select Work Item screen double-click the
appropriate Item. Or you can highlight the Item and either click the Record Work
Item button or choose the Record Work Item option from the Services menu. The
Record Work Item screen will open to allow you to record installed quantities and
other daily data for the Work Item.

CDOT SiteManager® Learning Guide for Field Construction
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Figure 5-6: The Record Work Item and Select Work Item Buttons

You can toggle between the two different screens of the Work Items folder tab.

When you first select the Work Items folder tab, or when the Select Work Item button
is selected, the Select Work Items screen lists Work Items for the selected Contract.
The Work Items are listed in ascending order by Item Code. Use find, filter, and sort
to organize the list of items. If an Item has installed quantities for the selected DWR,
the Installed check box is checked (ON).
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Figure 5-7: The Select Work Items Screen

Accurately recording Work Items is very important since installed work items from
the DWRs that are authorized by the Project Engineer in the Diary are used by
SiteManager as the basis for paying the Contractor in an Estimate.

The Record Work Item screen contains three data windows. The top data window
shows information for the selected item, including item code and line number,
description, and the bid and current quantity data. The middle data window shows the
installations of the item recorded on this DWR. The third data window is where you
enter the installation information for the item.
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There are three required fields on this data window:
« Placed Quantity

« Contractor

» Location

In the Contractor drop-down list, select the Prime Contractor or the Subcontractor
who performed the work for the item. The drop-down list will contain the Prime
Contractor and any Subcontractors who are listed on-site for the day on the
Contractors folder tab and who are approved to install the selected item.
Subcontractors are associated with the Contract and approved for specific work items
in the Subcontract window of the Contract Administration component.

If you are using a source document other than the DWR to determine the item
quantity, list the source document name and/or file location in the Location field.
Space permitting, the location on the job where the item was installed can also be
entered here, or it can be recorded in the Remarks field.

Remarks can be entered for the item installation via the Remarks button on the
toolbar. This opens a text field in which you can record comments about the
installation or a simple calculation. These remarks are specific to this installation of
this item on this DWR. If you record multiple installations of the same item, each
item can have it’s own remarks.

Each installation of an item can also have electronic documents attached to it. Each
installation can have multiple attachments. Attachments could include Word
documents, Excel spreadsheets, or other Windows compliant files. See Section 7 —
Attachments for instructions on attaching documents.
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Figure 5-8: The Record Work Items Screen
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Exercise 5-9
In the following exercise, you will record an item installed at one location.
1. Click the Work Items folder tab.

2. Scroll to and double-click Line Item 0320 or click the Record Work
Item button.

3. Click the Location Installed field and click the New button. An empty
row is inserted on the Record Work Item List.

4. Inthe Placed Qty field, type 528.1.

5. Click the Contractor drop-down list, click the expand arrow and select
HAMON CONTRACTORS, INC.

6. Click the Location field and type Ramp V, R shoulder.

7. Click on the Remarks button on the toolbar. The Remarks text box will
open.

8. Inthe Remarks text box type Ramp V / VC, right shoulder.
9. Click the Remarks button again to close the Remarks text box.

10. Click the Save button.
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Recording Multiple Installations of an Item on the Same DWR

Multiple installations of the same Work Item can be recorded on a project on the
same day. After the first recorded installation is saved, click the New button. A new
location row is added with a new Location Sequence Number. Follow the same steps
to record Item information. Each installation of an item can have its own Remarks
and Attachments.

1.
2.

Exercise 5-10

In the following exercise, you will record another location for the Work Item.

Click the New button.
In the Placed Qty field, type 288.9.

Click the Contractor drop-down list, click the expand arrow and select
HAMON CONSTRUCTION, INC.

Click the Location field and type Ramp V, L shoulder.
Click on the Remarks button on the toolbar.

In the Remarks text box type Ramp V / VC, left shoulder, QF —
500+75.

Click the Remarks button again.
Click the Save button.

Click the Select Work Item button.
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Selecting and Recording a Different Work Item

You can record as many different Items as needed on the same DWR. After recording
and saving an installation of an Item, return to the Select Work Item screen. A check
in the Installed box shows that there are installed quantities of that Item. To record to
another Item, scroll to and click the appropriate Item and navigate to the Record
Work Item screen. Follow the same steps to record Item information.

1.

Exercise 5-11

In the following exercise, you will record to a different Work Item.

Scroll to and double-click Line Item 0070 or highlight and click the
Record Work Item button.

Click the Location Installed field and click the New button. An empty
row is inserted on the Record Work Item List.

In the Placed Qty field, type 416.7.

Click the Contractor drop-down list, click the expand arrow and select
HAMON CONSTRUCTION, INC.

Click the Location field and type York Street.
Click the Save button.

Click the Select Work Item button.
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Preview A DWR

At any time during the DWR process you can review the data entered thus far. The
DWR Preview function allows you, or any authorized user on the contract, to see a
report of the contents of the DWR. This preview can also be printed. The Project

Engineer can also use this preview to review their Inspectors’ DWRs for a project.

1.
2.

Exercise 5-12

In the following exercise, you will preview the Daily work Report.

Click the Preview button.

The preview report will display all of the information recorded on the
DWR.

Click the Close button to return to the DWR window.
Click the Close button.

Click the Main Panel folder tab.

1.
2.

Exercise 5-13

In the following exercise, you will preview the DWR Date Range Report.

Minimize the SiteManager window.

Open the SiteManager Accessories application.
Double click the Daily Work Reports icon.
Double click the DWR Date Range icon.

In the Contract ID box, select Contract C93222.
In the From Date box, enter 09/01/2003.

In the To Date box, enter 09/30/2003.

Click Ok.

Click the Close button.
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Review for Chapter 5

To access the Daily Work Report window:

1.

2.

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.

To create a new Daily Work Report:

1.

2.

7.

8

9.

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 Services menu and click the
Choose Keys choice.

In the Contract ID list box, scroll to and
double-click desired Contract.
Double-click the Date field. The calendar
appears.

Advance to the correct month and click the
correct date for the new Daily Work
Report.

Click Ok.

Click the Save button.

Click the desired folder tab.

10. Modify the data appropriately.
11. Click the Save button.

To modify basic DWR Info folder tab:

1.

2.

o

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.

Open an existing unauthorized, unlocked
DWR created by you or create a new
DWR.

In the High Temperature field, click the
spin button to advance to or type the
correct temperature.

Press the Tab key.

To enter the low temperature for the day,
in the Low Temperature field, click the
spin button to advance to or type the
correct temperature.

Press the Tab key.

8.

9.

10.

11.

12.

13.

14.

15.

In the A.M. drop-down list, click the
appropriate weather choice for the day.
Press the Tab key.

In the P.M. drop-down list, click the
appropriate weather choice for the day.
If work was suspended during the day,
click the Work Suspended check box
(ON).

In the Suspended Time field, click the
spin button to advance to or type the
correct time.

If work was resumed in the Resumed
Time field, click the spin button to
advance to or type the correct .

To enter a remark, in the Remark Type
list box, scroll to and click the desired
remark type. Then type the remark in the
Remarks field.

Click the Save button.
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To modify Contractor activity:

1.

2.

©oN R

11.

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.

Open an existing unauthorized, unlocked
DWR created by you or create a new
DWR.

Enter or modify basic DWR Info.

Click the Save button.

Click the Contractors folder tab.

Click in the Contractor data window.
Click the New button.

In the Contractor drop-down list select
the Contractor to list on the job site for the
day.

. Click the Save button.

Repeat steps 8 — 10 to add more
Contractors for the day.

To add a supervisor to a Daily Work Report:

1.

2.

No ok

10.
11.

12.

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.

Open an existing unauthorized, unlocked
DWR created by you or create a new
DWR.

Enter or modify basic DWR Info.

Click the Save button.

Click the Contractors folder tab.

If there is more than one Contractor listed,
click the Contractor who employs the
supervisor.

Click the Supervisor data window then
click the New button. An empty row is
added to the list.

In the Supervisor drop-down list, click the
expand arrow and click the desired
supervisor.

Press the Tab key.

In the Hours Worked field, type the
number of hours worked by this supervisor
on this date.

Click the Save button.

To add a personnel type to a Daily Work Report:

1.

2.

No ok

10.
11.

12.
13.

14.

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.

Open an existing unauthorized, unlocked
DWR created by you or create a new
DWR.

Enter or modify basic DWR Info.

Click the Save button.

Click the Contractors folder tab.

If there is more than one Contractor listed,
click the Contractor who employs the
worker.

Click the Personnel Type data window
and click the New button. An empty row is
added to the list.

In the Personnel Type drop-down list,
click the expand arrow and click the
desired personnel type.

Press the Tab key.

In the Nbr of Persons field, type the
number of workers of this Personnel Type
who worked on this date.

Press the Tab key.

In the Hours Worked field, type the
number of hours worked by this Personnel
Type on this date.

Click the Save button.
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To add equipment to a Daily Work Report:

1.

2.

No ok

o

10.

11.

12.

13.
14.

15.
16.
17.
18.

19.

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.

Open an existing unauthorized, unlocked
DWR created by you or create a new
DWR.

Enter or modify basic DWR Info.

Click the Save button.

Click the Contractors folder tab.

If not already on the DWR, add the
contractor who supplied the equipment.
Click the Save button.

Click the Contractor Equipment folder
tab.

If there is more than one Contractor listed,
click the Contractor who supplied the
equipment.

Click the Equipment ID data window and
click the New button. An empty row is
added to the list.

In the Equipment ID drop-down list, click

the expand arrow and click the desired
equipment ID.

Press the Tab key.

In the Nbr of Pieces field, type the
number of pieces of this equipment
present on this date.

Press the Tab key.

In the Nbr Used field, type the number of
pieces of this equipment used on this date.
Press the Tab key.

In the Hours Used field, type the number
of hours this equipment was used on this
date.

Click the Save button.

To modify Daily Staff activities:

1.

2.

No ok

11.
12.

13.
14.

15.
16.

17.
18.

19.

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.

Open an existing unauthorized, unlocked
DWR created by you or create a new
DWR.

Enter or modify basic DWR Info.

Click the Save button.

Click the Daily Staff folder tab.

Click the Staff Member field and click
the New button. An empty row is added to
the list.

In the Staff Member drop-down list, click
the expand arrow and click the staff
member’s name.

Press the Tab key.

. In the Work Code field, type the

transportation agency defined work code if
desired.

Press the Tab key.

In the Reg Hours field, type the number
of hours worked by this staff member on
this date.

Press the Tab key.

In the OT Hours field, type the number of
overtime hours worked by this staff
member on this date.

Press the Tab key.

In the Vehicle ID field, type the ID of the
state vehicle used by this staff member on
this date.

Press the Tab key.

In the Starting Mileage field, type the
starting mileage of the state vehicle used
by this staff member on this date.

Press the Tab key.
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20.

21.

In the Ending Mileage field, type the
ending mileage of the state vehicle used by
this staff member on this date.

Click the Save button.

To select and record a Work Item:

1.

2.

No ok

o

11.

12.

13.

14.
15.

16.
17.

18.

19.

20.
21.

22.

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.

Open an existing unauthorized, unlocked
DWR created by you or create a new
DWR.

Enter or modify basic DWR Info.

Click the Save button.

Click the Contractors folder tab.

If not already on the DWR, add the
contractor who installed the work item(s).
Click the Save button.

Click the Work Items folder tab.

. In the Select Work Item screen, scroll to

and click the work item whose installation
needs to be recorded.

Click the Record Work Item button.
Click the Location Installed field and
click the New button. An empty row is
inserted on the Record Work Item List.

In the Placed Qty field, type the quantity
of the item installed at this location.

Press the Tab key.

In the Contractor drop-down list, click
the expand arrow and click the name of
the Contractor responsible for the installed
item.

Press the Tab key.

In the Location field, type the location
where the item was installed.

If the installed item was measured, click
the Measured Indicator check box (ON).
In the From Station field, type the Station
ID that identifies where the installation of
this Work Item starts.

Press the Tab key.

In the From Station Offset field, type the
offset from the Station ID that identifies
where the installation of this Work Item
starts.

Press the Tab key.

23.

24,
25.

26.
217.

28.
29.

30.

31.

32.

33.
34.

35.

In the From Station Distance field, type
the offset distance from the Station ID that
identifies where the installation of this
Work Item starts.

Press the Tab key.

In the To Station field, type the Station ID
that identifies where the installation of this
Work Item ends.

Press the Tab key.

In the To Station Offset field, type the
offset from the Station ID that identifies
where the installation of this Work Item
ends.

Press the Tab key.

In the To Station Distance field, type the
offset distance from the Station ID that
identifies where the installation of this
Work Item ends.

Click on the Remarks button. The
Remarks text box will open.

Enter any text related to the installation of
the Item for the day.

Click on the Remarks button again to
close the Remarks box.

Click the Save button.

To record additional locations where the
work item was installed on this workday,
click the New button and repeat steps 12-
33 for.

When complete, click the Select Work
Item button to select additional items for
recording or return to the current DWR.

To preview a Daily Work Report:

1.

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

Open an existing unauthorized, unlocked
DWR created by you or create a new
DWR.

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.

CDOT SiteManager® Learning Guide for Field Construction

5-23



To preview the DWR Date Range Report:

1.

N

o

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

Double-click the DWR Date Range icon.

In the Contract Id box, select your
Contract.

In the From Date box, enter the
beginning date of the week you’d like to
view.

In the To Date box, enter the ending date
of the last week you’d like to view.

Click Ok.
To close the DWR Date Range Report,
click the Close button.
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Summary Exercise for Section 5

In the following exercise you will create a DWR.

1.
2.

Navigate to the Daily Work Reports window.

Using the New button, create a Daily Work Report for Contract

C93222 for 090303.

Add the prime Contractor HAMON CONSTRUCTION, INC.
For the Contractor HAMON CONSTRUCTION, INC., add

the supervisor Dana Wood for 8 hours of work.

For the Contractor HAMON CONSTRUCTION, INC., add
two Equipment Operators for a total of 6 hours of work.

For the Contractor HAMON CONSTRUCTION, INC., two

BLADE #115 were used for a total of 6 hours.

For Daily Staff, record Janie Valdez for 8 hours of work.

Record the following work items to the prime Contractor

HAMON CONSTRUCTION, INC.:

Line Item Nbr | Quantity [ Location

0390 216 Ramp V

1115 15 Project Location
1120 1 Debbie 7 AM — 4 PM

Close Daily Work Reports.
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Learning Module

Section 6. Daily Work Reports Il

By the end of this module, you will be able to:
« Copy an existing DWR
= Modify a copied DWR
= Add a Subcontractor to a DWR

« Select and record a Work Item to a Subcontractor
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Copying a Daily Work Report

If you are tracking contractor activity, it may be easier to copy an existing DWR
rather than creating a new one from scratch each day. For example, the same
contractor may be on-site for several weeks performing the same functions. Instead of
creating a new DWR each day and adding in all of the personnel types and pieces of
equipment, you can copy them from a previous DWR. A copied DWR copies all of
the contractor data that is tracked from the existing DWR folder tabs, including
contractors on-site, supervisors, personnel types, equipment, and daily staff. This data
can then be edited on the new DWR. A copied DWR does not copy:

» Basic DWR Info

« Installed Work Items
« Remarks

» Attachments

You can only copy one of your own DWRs — not a DWR created by other Users.

Exercise 6-1

In the following exercise, you will copy an existing DWR to create a new DWR.
1. Double-click the Daily Work Reports icon.
2. Click the Open button.

3. Inthe Contract ID list box, scroll to and double-click Contract
C93222.

4. On the Inspector list box, scroll to and double-click User ID USER.
5. On the Date list box, scroll to and double-click DWR Date 09/02/03.
6. Click the Contractors folder tab.

7. Click the Contractors Equipment folder tab.

8. Click the Daily Staff folder tab.
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9. Click the Work Items folder tab.

10. Click the DWR Info folder tab.

11. In the Date field, type 090403.

12. Press the Tab key.

13. A message box asks if Contractor information should be copied.

14. Click the Yes button to copy the Contractor information from the last
DWR for this Contract.

15. Click the Save button.

16. Click the Contractors folder tab.

17. Click the Contractors Equipment folder tab.
18. Click the Daily Staff folder tab.

19. Click the Work Items folder tab.

20. Click the Contractor folder tab.

B! AASHTO SiteManager [_ |5 ]x]
Fil= Edit Services Window Help

EL LR ==

B ! paily Work Reports

DWR Infa. Contractors I’ Cantractar Equip. Daily Staff ‘Work [tems Force Accounts

Contract ID:  [C33222-11 Inspector:  [Jason Kelly, Fiegion 1 Date: [09/02/03

I— Nbr of
Contractor Supervisors

HAMON CONTRACTORS, INC. ** PRIME *

Hbr of
Workers

Contractor
Hrs Worked

Nbr of Hours Total
IPersonnel Type Persons Worked Hours

Figure 6-1. The Contractor Folder Tab

CDOT SiteManager® Learning Guide for Field Construction



Adding a Subcontractor to a DWR

To record work performed by a subcontractor, you must first list that subcontractor
on-site for the day on the Contractors folder tab. The Contractor drop-down list
contains the Prime Contractor and any qualified Subcontractors Subcontractors are
associated with the contract and approved for specific work items in the Subcontract
window of the Contract Administration component. The Effective date in the
Subcontract record can be used to reflect the first date that a subcontractor performs
work on the project. By populating the effective date, the subcontractor will appear
in the drop down list for recording work items on the DWR. The effective date can
also be populated with the same date as the approval date. The expiration date, if
populated in the Subcontract record, will remove the subcontractor from the drop
down list for DWR items.

Exercise 6-2
In the following exercise, you will add a subcontractor.
1. Click the Contractor area and then click the New button.

2. Inthe Contractor drop-down list, click the expand arrow and select
PAK Construction, Inc..

3. Click the Save button.

4. Click the Work Items folder tab.
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o

Figure 6-2. The Record Work Item and Select Work Item Buttons

Selecting and Recording Work Items to a Subcontractor

Just as with a Prime Contractor, the Subcontractor must be reported on-site in the
Contractors folder tab before an item can be recorded to them. Items are recorded to a
subcontractor the same way they are recorded to the Prime contractor.

1.
2.

Exercise 6-3

In the following exercise, you will record one item installed at one location.

Scroll to and select Line Item Nbr 0670.

Click the Record Work Item button.

Click the Location Installed field and click the New button.
In the Placed Qty field, type 380.

Click the Contractor drop-down list, click the expand arrow and select
PAK Construction, Inc.

Click the Location field and type York Street Median (North
Bound).

Click the Save button.
Click the Select Work Item button.

Click the Close button.
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Review for Section 6

. ) 4. Enter or modify basic DWR Info.
To create a new Daily Work Report using 5 Click the Save button.
the copy function: 6. Click the Contractors folder tab.
1. On the SiteManager main panel, 7. Add the subcontractor who
double-click the Daily Work installed the work item(s).
Reports icon. 8. Click the Save button.
2. On the Daily Work Reports 9. Click the Work Items folder tab.
panel, double-click the Daily 10. In the Work Item list box, scroll to
Work Reports icon. and click the work item whose
3. Click the Open button. installation needs to be recorded.
4. Inthe Contract ID list box, scroll 11. Click the Record Work Item
to and double-click desired button. _ _
Contract. 12. Click the Location Installed field
5. On the Inspector list box, scroll to and click the New button. An
and double-click your User ID. empty row Is mserteq on the
6. On the Date list box, scroll to and Record Work Item List.
double-click the desired DWR to 13. In the Placed Qty field, type the
copy. quantity of the item installed at this
7. Double-click the Date field. The location. _
calendar appears. 14. In the Plan Page Nbr field, type
8. Advance to the correct month and the page number of a reference to
click the correct date for the new the installed item. _
Daily Work Report. 15. In the Contractor drop-down list,
9. Click Ok. click the expand arrow and click
10. Click the Yes button for the the name of the Contractor
message box asking if Contractor responsible for the installed item.
information should be copied. 16. Press the Tab key.
11. Click the Save button. 17. In the Location field, type the
12. Click the desired folder tab. location where the item was
13. Modify the data appropriately. installed.
14. Click the Save button. 18. If the installed item was measured,
click the Measured Indicator
To select and record a Work Item to a check box (ON).
subcontractor: 19. In the From Station field, type the
1. On the SiteManager main panel Station ID that identifies where the
double-click the Daily Work ’ installation of this Work Item
Reports icon. starts.
2. On the Daily Work Reports 20. Press the Tab key. _
panel, double-click the Daily 21. In the From Station Offset_fleld,
Work Reports icon. type the offset from the Station ID
3. Open an existing unauthorized, that identifies where the
unlocked DWR created by you or installation of this Work Item
create a new DWR. starts.
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22.
23.

24,

25.

26.
217.

Press the Tab key.

In the From Station Distance
field, type the offset distance from
the Station ID that identifies where
the installation of this Work Item
starts.

Press the Tab key.

In the To Station field, type the
Station ID that identifies where the
installation of this Work Item ends.
Press the Tab key.

In the To Station Offset field, type
the offset from the Station ID that
identifies where the installation of
this Work Item ends.

28.
29.

30.
31.

32.

Press the Tab key.

In the To Station Distance field,
type the offset distance from the
Station ID that identifies where the
installation of this Work Item ends.
Click the Save button.

Repeat steps 12-29 to record
additional locations where the
work item was installed on this
work day.

When complete, click the Select
Work Item button to select
additional items for recording or
return to the current DWR.
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Summary Exercise for Section 6

In the following exercise, you will copy and modify a DWR.

1. Open the Daily Work Report for Contract C93222 on 09/02/03.
2. Copy the DWR and create a new DWR for 090503. Be sure to
copy the Contractor information for use in the following steps.
3. Add the subcontractor PAK Construction, Inc.
4. Record the following work items to the subcontractor PAK
Construction, Inc.
Line Item Nbr Quantity Location
0325 1483 Ramp W
0330 2008 SH 270
5. Close the DWR window and navigate to the Main Panel.
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Learning Module

Section 7. Attachments

By the end of this module, you will be able to:
« Create Attachments on a DWR
« Attach Existing Electronic Files
« Delete Attachments

« Preview the DWR Attachment Report
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Attachments

The attachments feature allows you to attach an electronic OLE document or file
(Object Linking and Embedding) to a contract or record in SiteManager. OLE
documents include files such as Word documents, Excel spreadsheets, bitmap or
JPEG graphics, or other electronic files that are Windows compliant. Documents or
files can be attached to Item records in a Daily Work Report, Change Orders,
Estimate History, or Correspondence Logs. The attached file becomes part of that
record in SiteManager and is available to all users who meet the following criteria:

1. Have access to that contract
2. Have the group authority that was defined for the attachment

You can only run attachments in applications that are installed on the Terminal
Services server. The Word and Excel viewers, WordPad, the PDF viewer, and basic
graphics applications (for JPEG viewing) are installed on the Terminal Services
server, so those types of files can be run and viewed. These files must be created on
the user’s computer and can then be attached to records in SiteManager.

You can attach more than one OLE document to a Daily Work Report, Change Order,
or Correspondence Log. Do not attach large files, such as CAD drawings, as they will
fill up the database disc space.

CDOT is not using the Plug-In or URL attachments features. You can only attach
OLE documents.

Attaching Files

Each attached OLE document is associated to a specific contract and record of a
specified type, such as a recorded Item in a DWR, a specific Correspondence Log in a
contract, or a specific Change Order in a contract. Attachments will most commonly
be used with Daily Work Reports.

You can attach existing electronic documents from your computer. Attachments are
activated by clicking the record on the attachments list from within the DWR.
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Figure 7-1: Attaching a File to a DWR

1.

2.

9.

Exercise 7-1

In the following exercise, you will attach an electronic file to a DWR.

From the Main panel, double-click the Daily Work Reports icon.

Double-click the Daily Work Reports icon.

Click the Ope

n button.

Double-click Contract C93222.

Double-click USER.

Click the DWR dated 09/02/03 and click OK.

Click on the Work Items folder tab.

Select Line Item Number 0070 and double-click. The Record Work

Item screen fo

r the item displays.

Click the Attachment button.

11. Click the Create From File folder tab.

12. Click the Browse button.

10. Click the New OLE button and the Insert Object dialog box opens.
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13.
14.
15.
16.
17.
18.
19.
20.

21.

22.

23.

24,

25.

26.
27.
28.
29.

Click the Down arrow beside the Look in: box.

Click on C on YourComputername.

Click on the Users folder.

Click on your username.

Click on the Desktop folder.

Highlight the file named 1ine0070.

Click Open.

Click OK. The OLE Attachment definition window appears.

In the Name field enter Calc 0070. This will only name the attachment
in the Daily Work Report, it is not a file name for this document on
your computer. The SiteManager system will automatically assign a
unique file name to the attached document in the SiteManager server.

In the Description field enter Dimensions of the installation of item
0070.

In the Attachment Security box, click the Add All button to ensure
that all users have access to the attachment. If you do not choose Add
All, other users cannot access the attached file.

Click the Add button at the bottom of the window.

On the Attachments window, double click Calc 0070 to view the OLE
document. Or highlight the file and click the Run Attachment button.
The Microsoft Excel Worksheet opens.

Click the Office Button, Close, Close again.
Click the Attachments button to close the Attachments window.
Click the Save button.

Click the Close button.
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Figure 7-3: Running an Attachment

To Display OLE Attachments

1. Navigate to the SiteManager function and record associated with the

attachment you wish to open, such as the Record Work Item screen in a Daily
Work Report.

2. Click the Attachments button to access the Attachment window. The list of
existing OLE attachments appears.

3. Double-click the desired attachment to activate, or highlight the desired

attachment and click the Run Attachment button. The OLE attachment will
open in its application.

4. When you have completed work with the OLE document, close the
application as normal.
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Deleting Attachments

Files that have been attached to a record that is still in draft mode can be deleted. For
example, an attachment can be deleted from a DWR that has not been authorized, or
from a Change Order that has not been approved.

1. Navigate to the SiteManager function and record associated with the
attachment you wish to delete, such as the Record Work Item screen in a Daily
Work Report.

2. Click the Attachments button to access the Attachment window. The list of
existing OLE attachments appears.

3. Highlight the desired attachment and click the Delete button on the toolbar.
The record will be removed from the Attachment window.

To Preview the DWR Attachment Report

There is a report in SiteManager Accessories that lists all of the attachments that exist
for each DWR item, sorted by Contract Id.

1. Double-click on the SiteManager Accessories taskbar button to maximize
SiteManager Accessories.

2. Double-click on the DWR icon.

3. Double-click on the List of DWR Attachments icon.
4. In the Contract Id box, select 93222.

5. Click the Close button.

6. Minimize the SiteManager Accessories window.
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Review for Section 7

To attach an existing OLE file:

1.

2.

10.

11.

12.

Navigate to the desired window in
SiteManager to attach the file.
Click the Attachments button, or
click the Services Menu and click
Attachments. The Attachments
window opens and displays all
existing attachments for the record.
Click the OLE button to access the
Insert Object dialog box.

To attach an existing electronic file
to the record, click the Create
From File folder tab.

Enter the path and name of the file,
or click the Browse button to
search for and select the file.

Click OK. The OLE Attachment
definition window appears.

Click the Name field and enter a
name for the OLE attachment.
Click the Description field and
enter a description for the attached
file.

In the Attachment Security box,
choose the Group(s) to which this
Attachment will be visible and
click the Add button to add each
group to the Access box. Or click
the Add All button to allow all
users access to the attachment.

If it is desirable to have the OLE
attachment open automatically
upon entering the Attachments
window, click the Run
Automatically check box ON.
After all fields defining the OLE
are entered, click the Add button.
On the Attachments window,
double click the OLE file just
created or highlight and click the
Run Attachments button to open

the application and populate the
OLE document.

13. When finished, click File then

Update, and close the window
normally.

To display OLE attachments:
1. Navigate to the SiteManager

function and record associated with
the attachment you wish to use.
Click the Attachment icon to
access the Attachment window.

. The list of existing OLE

attachments appears.

Double-click the desired
attachment to activate, or highlight
the desired attachment and click
the Run Attachments icon.
Activating an OLE attachments
opens the specified document in its
application.

Once the User has completed work

with the OLE document, the

application may be closed as
normal.

To delete OLE attachments:
1. Navigate to the SiteManager

function and record associated with
the attachment you wish to use.
Click the Attachment icon to
access the Attachment window.

. The list of existing OLE

attachments appears.

Highlight the desired attachment
and click the Delete button on the
toolbar. The record will be
removed from the Attachment
window.

CDOT SiteManager® Learning Guide for Field Construction

7-7



To review the DWR Attachment Report:

1.

Navigate to SiteManager
AcCCessories.

Double-click on the DWR icon.
Double-click on the List of DWR
Attachments icon.

In the Contract Id box, select your
Contract ID.

Click Ok.

Review the DWR Attachment
Report.

Click the Close button.

7-8
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Section 8. Project Engineer’s Diary

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

Create a new Diary

Preview Daily Work Reports

Authorize Daily Work Reports

Create a Charge Day and a No Charge Day Diary

Access the Weekly Time Count Report

Learning Module

CDOT SiteManager® Learning Guide for Field Construction
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| AASHTO SiteManager [_[5]x]
File Edt Services Window Help

BEr2 DR Br)

¥ |Diary i [_To[=]
" Authorize ~  Chage

Contract ID: 09322211

Diary Date: | 09/01/02  Last Modified User ID: [MORALEST Creator User ID:[MORALEST
Inspector Authorized | Authorized Date [DWR Template

[Accident P
Delaps

=] Spell Check
=l

K]

Figure 8-1: The Diary Authorize Folder Tab

Diary

The SiteManager Diary was designed for the Project Engineer to track
certain information and authorize the work performed on the project.
At CDOT, the Diary is used to perform the following functions:

« Track Daily weather information
= Time Counts

= Remarks

« Preview Daily Work Reports

« Authorize Daily Work Reports

The Project Engineer creates SiteManager Diaries daily. Each Diary is
a daily collection of the Daily Work Reports submitted by all
Inspectors working on the Contract. This is where the Project Engineer
authorizes Daily Work Reports so that they can be included on
Estimates.

Project Engineers can also record Remarks for the day or the week on
the Diary, including temperature and weather data. All of the Time
Count Daily remarks and the first three Time Count Weekly remarks
for the week will be included in the Weekly Time Count Report
available in CDOT’s SiteManager Accessories program.

Project Engineer’s Diary



Diaries track the Time Count for a project. Time Counts begin on the
Notice to Proceed Date. For Available Work Days and Calendar Days
contracts the Project Engineer must create a Diary for each day from
the Notice to Proceed Date, even if no work is performed. The project
Time Count is tracked in the Weekly Time Count Report available in
CDOT’s SiteManager Accessories program.

The Project Engineer must submit one Diary per day per Contract on
Available Work Days and Calendar Days contracts. On Fixed
Completion Date contracts, Diaries only need to be created for days on
which there are installed quantities of Items on Daily Work Reports.
Diaries can also be created for days when there are no Daily Work
Reports.

Only 1 Diary can be created per Contract per day.

The Diary panel has two folder tabs:
« Diary Authorize
» Diary Charge

Creating a New Diary

The Diary Authorize folder tab lets the Project Engineer create or edit
a Diary. You can create a Diary for a day with or without Daily Work
Reports. To create a Diary, select a Contract and enter the Diary date
on the Diary Authorize panel. By entering the date, you are also
selecting the Daily Work Reports for this day. A Diary can only be
created for the current day or a previous date. When you create a Diary
it is automatically a full charge day.

The Diary Authorize folder tab lists the Daily Work Reports for the
selected date. The reports are listed alphabetically by the name of the
Inspector or Project Engineer who created the report.

CDOT SiteManager® Learning Guide for Field Construction
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Exercise 8-1

In the following exercise, you will create a new Diary for Contract
C93222 for September 2, 2003.

1. Double-click the Daily Work Reports icon.

2. Double-click the Diary icon. Make sure that the Diary
has a date of 9/02/03.

3. Click the Save button.

4. The Diary Authorize folder tab lists the Daily Work
Reports submitted for the current date.

5. In the Remarks type list, scroll to and select Time
Count Daily.

6. Type Low 43, High 66, Sunny and breezy.

7. Select the Time Count Weekly remark type and enter
Minor accident involving truck backing into
barricade.

8. Click the Save button.

Figure 8-2: The Preview DWR Button

Previewing Diary and Daily Work Reports

The Preview option on the Diary panel allows the Project Engineer to
review and print a summary of the Diary and Daily Work Reports
without leaving the Diary panel. You can choose to preview individual
DWRs, the Diary only, or all DWRs and Diary for the day.
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B Print Preview [_[C]>

Next | Prior | Print | Setup. | Zoom. |5aveA:,,| Close |l7 Rulers

T T T N N N N N

RPT-ID: RDIARSUM State of Colorade [TRNSPRTA] DATE: 12/30/2014
USER: Jason Kelly, Region 1 Department of Transportation PAGE: 2 of 2
DIARY SUMMARY REPORT FOR CONTRACT: C3322211
FOR DIARY DATE: 03/01 /2003 LOCKED: N0
Diary Created By: MORALEST  Teny Morales, Project Enginesr
Last Modified By: KELLYJ  Jzson Kely, Region 1
DAILY WORK REPORT
DWR Date: 03/01/03_ | Conbiact ID: £3322211 | Authorized: ez | _Locked: No | Paid: No | Inspector ID: KELLYJ
High Temp: 0 Low Temp: 0 A M_Condition: P_M__Condition:
Work Suspended Time: 00.00_Wark Resumed Time:00:00 | No Work Items Instld: ]| No Conus Present[] No Staif Present: []]
Remarks: No
Contractor
Contractor ID: 344 Contractor Name: HAMON CONTRACTORS. INC His Worked: 0,000
Nbr of Supervisors: Nbr Of Workers:
Equipment:  Description Qty Qty Used His. Used
Track hoe 1 1 8000 o
Daily Staff
Work __ Reg OT.

Figure 8-3: The Daily Work Report Preview

1. From the Services menu select Preview Diary and All

2. When the review is complete, click the Close button.

Exercise 8-2

In the following exercise you will preview the DWRs for September
2, 2003.

DWRs. Review the Diary and DWR.
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Authorizing Daily Work Reports

The Diary Authorize folder tab lets the Project Engineer authorize or
unauthorize Daily Work Reports. A Daily Work Report with a check
in the Authorized check box is considered authorized. When a Daily
Work Report is marked as authorized, the system enters the current
date in the Authorized Date field. You can unauthorize a DWR by
removing the check from the Authorized check box.

By authorizing a Daily Work Report, you are flagging that DWR for
use in the Estimate Generation process. Authorization approves the
installed items reported in the DWR to be included in the next
Estimate for contractor payment.

If there is an error, do not authorize, or unauthorize, the Daily Work
Report . The Inspector or Project Engineer who created the DWR can
modify it.

Once an authorized Daily Work Report has been included in an
approved Estimate to pay a Contractor for the installed work reported
by it, it cannot be unauthorized or modified.

Exercise 8-3

In the following exercise, you will authorize the Daily Work
Report.

1. Click the Authorized check box (ON). The system date
is inserted into the Authorized Date field.

2. Click the Save button.

Figure 8-4: The Diary Charge Folder Tab
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Creating Charge Days and No Charge Days

The Diary Charge folder tab allows the Project Engineer to record
charge time for the day and enter remarks. When you create a Diary it
is automatically a Full Day.

A No Charge (credit) day is typically a day on which no work was
performed on the Contract. For example, if the contract has a delayed
start or work is suspended you would not charge time. For No Charge
days, no time is applied towards the Contract end date. To record Half
Days and No Charge days you must enter a credit reason to explain
why work was not done.

The Time Counts from the Diaries are tracked in the Weekly Time
Count report in the CDOT SiteManager Accessories program.

Exercise 8-4
In the following exercise, you will create a no charge day.
1. Click the New button.
2. Inthe Date field, type 090303.
3. Press the Tab key.
4. Click the Save button.
5. Click the Charge folder tab.

6. Inthe Charge Type field, click the No Charge radio
button.

7. Inthe Credit Reason drop-down list, click the expand
arrow to the right of the current selection and click
Weather.

8. Click the Save button.

9. Click the Close button.
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Accessing the Weekly Time Count Report

The Weekly Time Count report in the CDOT SiteManager Accessories
application allows you to view time count information for the project.

It can be navigated to from the CDOT SiteManager Accessories

application. The report shows the Time Count for the Contract as well

as Time Count Daily and Time Count Weekly remarks. All Time
Count Daily remarks for the week and the Time Count Weekly
remarks from the first 3 days of the week will be included on the

repo

rt.

P siteManager Accessories l&x]
File | Wiew Window Help
BICIEES
P weekly Time Count =0 x|
COLORADO DEPARTMENT OF TRANSPORTATION Project # Project Code (S&%) | No.
WEEKLY TIME COUNT REPORT- 2708050 95222 S;a
CALENDAR DAYS HARON CONTRACTORS, ING Cortractor | 04A 2002
The following staterment shows the number of calendar days charged to your contract for the week ending August 25, 2001
Worked (A1) Days net
Date Day Wiesther, vweather canditians or ather causes Calendar days | NoVork (MA) | chargeable ather
by Cortractor causes
0B/15/01  sun  Sunny and nice High of 34 deg Low of B5 deg 10 00
0B/20/01 mon  Mostly cloudy High of 74 deg Low of 52 deg 10 0.0
082101 tue  Mostly cloudy afternoan shawers High of 87 deg. Lov 10 0o
082201 wed  Pantly cloudy aftermaon showers High of 67 deg. Low 10 00
0B/2301  thur  Parily cloudy High of 84 deg. Low of 53 deg 10 00
082401 fi Mostly sunny High of 87 deg. Low of 54 deg. 10 0.0
08/25M01 sat  Mostly sunny and hat High of 0 deg. Low of 60 deg 10 00
Days charged this week 70 00 L
Days previously reported 350.0 760
Tatal days charged to date 3670 760
Calendar days allawed by ariginal contract 10310
Extra days approved by Change Orders-  Participating 00
Monparticipating
Total revised contract days 10310
Tatal days charged to date 3570
Total days remaining 6740
ELAPSED TIME 4330
Remarks
1]

Ready

Figure 8-5

: The Weekly Time Count Report
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Exercise 8-5

In the following exercise, you will view the Weekly Time Count
report.

2. Double-click the Daily Work Reports icon.

3. Double-click the Weekly Time Count icon.

4. Inthe Contract ID list box, select Contract C93222.
5. Scroll to and select the week ending 09/06/03.

6. Click OK.

7. Review the report. When through, click the Close
button.

1. Openthe CDOT SiteManager Accessories application.

CDOT SiteManager® Learning Guide for Field Construction
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Review for Section 8

To create a new Diary:

1.

8.
9.

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

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

Click the Services menu and click
the Choose Keys choice.

In the Contract list box, scroll to
and click the desired Contract.
Click Ok. The Diary Authorize
folder tab lists the Daily Work
Reports submitted for the current
date.

To change the date, double-click
the Diary Date field. This opens a
calendar on which a date prior to
the current date can be selected.
To select a prior month, click the
left arrow. To enter the selected
date, click Ok.

To enter a remark, in the Remark
Type list box, scroll to and click
the remark type. Then, type the
remark in the Remarks field.
Click the Save button.

Click Ok.

To create Half Day or No Charge Day:

w

. Click the Charge folder tab.

In the Charge Type field click the
radio button for the charge type to
apply to the day for the Contract.
If the charge type is Half Day or
No Charge, in the Credit Reason
drop-down list click the reason for
the charge type.

7. Click the Save button.

To preview a Daily Work Report:
1. On the SiteManager main panel,

double-click the Daily Work
Reports icon.

. 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

1. On the SiteManager main panel, submitted the Daily Work Report
double-click the Daily Work to be previewed.
Reports icon. . Click the Preview DWR button.

2. On the Daily Work Reports A summary report of the selected
panel, double-click the Diary icon. Daily Work Report is displayed in
The Diary Authorize folder tab a print preview window. The User
opens. can either review the information

3. Create a new Diary or open an on-line or print it.
existing diary.
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9. To close the print preview window,

click the Close button.

To authorize a Daily Work Report:

1.

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

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

Create a new diary or open an
existing diary.

In the Inspector list box, scroll to
the Daily Work Report to be
authorized.

Click the Authorized check box
(ON).

Click the Save button.

To access the Weekly Time Counts
Reports:

1.

Log onto CDOT SiteManager
Accessories using the same User
ID and Password as for
SiteManager.

Double-click the Daily Work
Report icon.

Double-click the Weekly Time
Count icon.

In the Contract list box, scroll to
and click the desired Contract.
In the Week End Dates list box,
scroll to and click the desired
week.

Click Ok.

When though, click the Close
button.

CDOT SiteManager® Learning Guide for Field Construction
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Summary Exercise for Section 8

In the following exercise, you will perform the Diary and review
activities of a Project Engineer.

1.

In SiteManager, preview and authorize the Daily Work Reports
for the Diary dated 09/03/03.

Create a full charge day Diary for Contract C93222 for 090403.

Preview and authorize the Daily Work Reports for this date.

Create a no charge day Diary for Contract C93222 for 090503.
Preview and authorize the Daily Work Reports for this date.

Close the Diary window.

Navigate to the Main Panel of SiteManager

8-12
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Learning Module

Section 9. Generating Progress Estimates

By the end of this module, you will be able to:
« Access the Installed Work Report
« Access CDOT Form 305, Item Summary
» Save a Report as a PDF
« Access CDOT Projected Quantity Report

« Generate a Progress Estimate

CDOT SiteManager® Learning Guide for Field Construction 9-1



Installed Work Report

Prior to generating an Estimate, the Project Engineer should run and save the Installed
Work Report as an extension of the monitoring of authorized Daily Work Reports.
The Installed Work report displays all of the Items installed on DWRs that have not
been included on an Estimate. The report has a check box column that indicates
which DWRs are authorized and which are not.

i ASHTO SiteManager

Fle Edt Services Window Help
LTI EEE
Zoom: 100 21| Copes [T 3 |

RPT-D: RCPINSWK State of Colorada [TRNSPRTA) DATE: 12/30/2014
UUSER: KELLY) Diepartment of Transportation PAGE: 10F1
UNPAID NSTALLED GUANTITY SUMMARY
CONTRACT ID; C93222-11

LN Item Code Description Unit Uit Price
Supplemental Description 1
Supplemental Description 2

DWR Date  Entered By Location Auth Installed Qty Installed Amount
Fed St Prj Nbr: 1M 2705030 PCN: 932228ID
Category Humber: 0200
097 EI700M? 12 Inch Culvert Pipe LF $16.00
Qty Repoited to Date: 20.00 Qty Authorized to Date: 2000 Qty Installed to Date: (.00
03/01/03 Jason Kell, Region 1 K 2000 32000
2660575001 2000
Total for Project: $320.00
Total Amount for All ltems: $320.00

Figure 9-1: The Installed Work Report
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1.
2.
3.

Exercise 9-1

In the following exercise, you will open an Installed Work report.

Double-click the Contractor Payments icon.
Double-click the Reports icon.

Double-click the Installed Work icon.

In the list box, scroll to and click contract C93222.

Click OK.

CDOT SiteManager® Learning Guide for Field Construction
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Accessing CDOT Form 305

CDOT Form 305 Item Summary in the CDOT SiteManager Accessories application
allows you to view detailed activity for each Item on the Contract. It can be navigated
to from the CDOT SiteManager Accessories application. The report shows the
installed quantities for each Item recorded on a DWR that is authorized in the Diary.

If you run Form 305 prior to generating an Estimate, click the Updated Items Only
box and the report will list all of the items posted on DWRs that have been authorized

on Diaries.

File view ‘Window Help

IENEIEN

Colorado Department of Transportation
Authorized Item Quantities for Contract C93222-11, Project IM 2706030 (93222-BID)
Category 0200 ROADWAY BID ITEMS

LIN ltem Code SpecYr CONbr P/N Status Subcontracted  Unit Unit Price
0345 503-00042 1999 P Active e LF $100.00000
Drilled Caiszon (42 Inch)

Supplemental Description Quantity $ Amount %
Bid 95.000 9500000 20,00
Cumulative 19.000 1,800.00
Projected 95.000 950000 20000
Approved CO 0.000 0.00
Pending CO 0.000 000
Date Inspector  Seq Item Location Quantity $ Amount Rmrksiattach
08/28/2003 MORALEST 1 STRE-17-R0O,1270-183+10 19.000 1,900.00  Yes /Mo
Estimate 0001 20.00% Complete 19.000 1,900.00

Figure 9-2: CDOT Form 305
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Exercise 9-2

In the following exercise, you will view the CDOT Form 305 Item Summary report
and save it as a .PDF file.

1. Open the CDOT SiteManager Accessories application and click the
Main Panel folder tab.

2. Double-click the Daily Work Reports icon.

3. Double-click the Item Summary icon.

4. In the Contract ID list box, select Contract C93222.

5. Click in the Updated Items Only check box and click Ok.
6. Click the Print button.

7. From the Print selection box click CutePDF Writer.

8. Change the drive and directory as desired.

9. Save in Your Desktop (not on the server).

10. Type Item Summary in File Name.

11. Click the Save button.

12. Click the Close button.

Accessing the Projected Quantity Report

The Projected Quantity report in the CDOT SiteManager Accessories application
allows you to view and edit projected quantities for each Item on the Contract. It can
be navigated to from the CDOT SiteManager Accessories application. The report
shows the item information for each Item on the Contract, the Bid Quantity and
dollars, Quantity Installed To Date and dollars, and the Projected Quantity and
dollars.

If you must submit the latest financial statement (CDOT Form 65) with your
Estimate, you will adjust the Projected Quantities for the appropriate items before you
generate the Estimate in SiteManager. Form 65 pulls data from the Projected
Quantities report. Prior to contract finalization, all items’ Projected Quantities must
be equal to the Quantity Installed To Date.

CDOT SiteManager® Learning Guide for Field Construction
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File Help

HSiteManager Accessories

[o @ | o]

Contracts

Cortract e

1e]
8322210

C93222-12

’-‘ Contract Projected Quantities

<

Pri Mbr Line ftem ftem Category | Unit Unit Bid Guantity Projected | Met (;Iﬂ
ftem Cods Description Numker | Type Price Quantity | Installed Cuantity Ol

33222-BID 0005 [201-00000 (Clearing and Grubking 0200 L= |325,000.00000 41.000 0.000; 1.000
93222-BI0 000 |202-00000 Removal of Structures and Obstructiong 0200 L= [100,000.00000 1.000 0.000; 1.000
93222-BID (0015 |202-00001 Removal of Structure 0200 EACH| 1,000.00000 4.000 0.000; 4.000
93222-BI0 0020 |202-00010 Removal of Tree 0200 EACH 160.00000 99.000 0.000; 99.000
93222-BID 0025  |202-00026 Removal of Slope and Ditch Paving 0200 Y 10.00000) 1,4354.000 0.000) 1,454.000
93222-BID 0030  |202-00027 Removal of Riprap 0200 Y 10.00000)  533.000 0.000; 835,000
93222-BI 0035 |202-00030 Removal of Water Service 0200 EACH 416.00000 3.000 1.000] 3,000
93222-BID (0040 |202-00031 Removal of Fire Hydrant 0200 EACH 772.00000 41.000 0.000; 1.000
83222-BID 0045 |202-00035 Removal of Fipe 0200 LF 12.00000, 1,929.000 83000 1,929.000

93222-BID (0050 |202-00200 Removal of Sidewalk 0200 SY 5.00000 92.000 0.000; 92.000 '|

J | o

Figure 9-3: The Projected Quantities Report

Exercise 9-3

In the following exercise, you will view the CDOT Projected Quantity report.

1.

Open the CDOT SiteManager Accessories application and click the

Main Panel folder tab.

Double-click the Contract Administration icon.

Double-click the Projected Quantities icon.

In the Contract ID list box, select Contract C93222.

When you are through, click the Close button.
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Estimates Overview

The Estimate generation process allows the Project Engineer or Finals Administrator
to generate an Estimate to determine the payment due to the contractor. Project
Engineers will generate progress Estimates throughout the life of a project. At the end
of a project, the Finals Administrator generates a final Estimate once the contract is
ready for finalization. Further settlements or payments can be made after finalization
of the contract via a Supplemental Estimate generated by the Finals Administrator.

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

« Generate the Estimate

» Review Estimate information
= Approve or reject Estimate

» Track Estimate status

« Log Payment Of Estimate

The Estimate generation process allows the Project Engineer to generate an Estimate for
the Contract. Select to generate a Progress Estimate from the Contractor Payments
component of SiteManager. The system then initiates a background process that
performs the following activities:

Delete pending Estimate. This activity deletes any previous pending Estimate that
has been generated, but not approved. It will delete only that pending estimate.

Determine quantities for payment. This activity determines the quantity to be paid
to the contractor based on installed quantities of line items posted on authorized Daily
Work Reports that are included in the Estimate date range.

Calculate stockpiled materials. This activity checks those installed items to
determine if any have stockpiled materials associated with them. If an item does have
stockpiled materials, SiteManager will determine the amount already paid for the
installed quantity, then add a new line item adjustment to deduct that amount from the
current Estimate.

Calculate retainage. This activity automatically calculates the amount of retainage
for the Estimate based upon the method identified for CDOT. The calculated
retainage amount is dispensed among the various retainage accounts. If securities
exist, that amount will be calculated on the estimate in place of retainage.

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.

CDOT SiteManager® Learning Guide for Field Construction
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Figure 9-4: The Estimate Panel

Estimate Generation

There are three types of Estimates:
« Progress (first and all intermediate)
« Final

« Supplemental - Review

The last progress estimate generated by the CDOT Project Engineer before the Final
Estimate will be equivalent to what was formerly called the Semi-Final Estimate.

The Generate Estimate panel can be accessed within the Contractor Payments
component of SiteManager. Project Engineers generate only Progress Estimates.
Finals Administrators generate Final and Supplemental Estimates. Estimates are
generated on the Server.

Do Not select the Delay Generation check box.

When you generate an estimate, SiteManager will verify that a prior Estimate does not
exist for the period of time. Only one Estimate is valid for a period of time. If a
pending estimate does exist, you will be prompted whether to delete the prior
Estimate. If you choose yes, SiteManager will delete the prior Estimate and generate
the new Estimate. The information contained in the deleted estimate will be included
in the new estimate. If you choose not to delete the pending estimate, the pending
estimate will remain intact and the new generation will be stopped. Once submitted,
messages will confirm submittal of the estimate and whether or not the Estimate
generated successfully.
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B | AASHTO SiteManager [_[=]x]
File Services Window Help

B #%|D & e 9 ® i

Contract ID [C9322211 Last Estimate Number: [i]
Generate Estimate Number. 0002

Date Type

Begin: |013/01/2002 ' Progress

End: [03/25/0

| Final

¢ Supplemental
January 2015
mMTWTF s
[
4567 801
112 13 14 15 16 17 I~ Delay Generation
18 1030 21 32 23 34
6 26 37 26 9 30 31

KT

Figure 9-5: The Generate Estimate Panel

Generating a Progress Estimate

The first and all subsequent Estimates leading up to the Final Estimate are Progress
Estimates. The progress Estimate is the system default (standard choice). You must
enter an end date for the Estimate. The begin date is set by the SiteManager system.
For Estimate 1, the start date is the Notice to Proceed date. For subsequent estimates,
the start date is the first day after the end date of the last approved estimate.

You set the end date. You can choose the current date or a previous date. Future dates
cannot be entered. The estimate will include all DWRs dated up to the estimate end
date that have not already been included in an estimate and that were authorized prior
to estimate generation.

From the Service menu choose Generate Estimate, or click the Toolbar’s Generate
Estimate button to generate an estimate.
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1.
2.
3.

8.
9.

Exercise 9-4

In the following exercise, you will generate a progress estimate.

Double-click the Contractor Payments icon.
Double-click the Estimate icon.

Double-click the Generate Estimate icon.

In the list box, scroll to and click Contract ID C93222.

Click Ok.

In the End Date field, type 093003.
Click the Generate Estimate button.
Click Ok.

Click Ok.

10. Click the Close button
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Review for Section 9

To access and print the Installed Work

report:
1.

o o

From the SiteManager Main Panel,
double-click the Contractor
Payments icon.

Double-click the Reports icon.
Double-click the Installed Work
icon.

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

Click OK.

Click the Print button.

When complete, click the Close
button.

To access CDOT Form 305:

8.

9.

Log onto CDOT SiteManager
Accessories using the same User
ID and Password as for
SiteManager.

Double-click the Daily Work
Report icon.

10. Double-click the Item Summary

icon.

11. In the Contract list box, scroll to

and click the desired Contract.

12. In the Contract Item list box,

control-click the desired Items.

13. Click Ok.
14. When though, click the Close

button.

To save a report as a .PDF file:

1.
2.
3.

Click on File.

Click on Print.

Click CutePDF Writer as the
printer.

Click Print.

Change the drive and directory as
desired.

Type the name for the file.

7.

Click Save.

To access CDOT Projected Quantity

Report:
1.

o

Log onto CDOT SiteManager
Accessories using the same User
ID and Password as for
SiteManager.

Double-click the Contract
Administration icon.
Double-click the Projected
Quantities icon.

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

When though, click the Close
button.

To generate a progress Estimate:

1.

From the Main Panel double-click
the Contractor Payments icon.
Double-click the Estimate icon.
Double-click the Generate
Estimate icon.

Scroll to and click the desired
Contract.

Click Ok.

On the calendar, click the end date
for the Estimate period.

Click the Generate Estimate
button.

Click Ok.

CDOT SiteManager® Learning Guide for Field Construction

9-11



Learning Module

Section 10. Estimate Review, Approval and Tracking

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

Access the Estimate Summary Report
Access the Estimate History
Approve a Progress Estimate

Track an Estimate

Make a Diary Adjustment

CDOT SiteManager® Learning Guide for Field Construction
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Estimate Review and Tracking

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

» Generate the Estimate
» Review Estimate information
« Approve or reject Estimate
» Track Estimate status
« Log Payment Of Estimate
After it is generated, the Project Engineer should review the Estimate for accuracy

before approving it. The Project Engineer starts the approval process and should not do
so until the Estimate has been reviewed and is deemed correct.

Accessing the Estimate Summary Report

The Estimate Summary report in the CDOT SiteManager Accessories application
allows you to view the detailed Estimate Summary for an Estimate. It is available
from the CDOT SiteManager Accessories application, in the Contractor Payments
area. The report shows the calculated totals for the Estimate, then the activity for each
Line Item on the Contract.
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COLORADO DEPARTHENT OF TRANSPORTATION

CONTID: C52222-11 ESTIMATE MX: 0001 EROG

DCNs 53222 -BPID OFRE RERORTING CATEGORY: &

CONTRACT DESCRIPTION:

270 EXTENSION PHASE IT AND III FPERCENT TIME: 0,458

FROJECT MO I 2706-030
270 EXTENSION PHASE II AMD IIT

MEME OF ROAD: I% and I 270

ORIZ TIME ALLOW:

Page 1
ESTIMATE BUN 10/232,/2002
11:21:22

1021 CALEMDAR DAYS
1021 CALENDAR DAYS

PROJECT COUNTIES:  aDaMs, FEGION &

CONTRACTOR:

HAMON CONTRACTORS, THC. PAY PERIOD ENDING 0873172003

5670 FRANKLIN STREET DATE LET 0442042000
DAHTE AWAFDED 08/04/2003
DAIE CONTRARCT EXECUTED — 08/18/2003

DATE TIME STARTED 08/25/2003
DAIE WORE EESAN

DATE TIME STOTFED

DAIE ACCERTED

LENVER oo 80216 303-257-0340 DATE NOTICE TO PROCEED — 08/25/200%
CURFENT TOTAL
CUREENT FROJECT AMMT: 9 20,%35,626. 04 DARTICIRATING 3 12, 686,75
AWARD FROJECT AMT: 3 20,%35,636.04 NON-PARTICIPATING o.00
PERCENT COMPLETE: 0.06% TOTAL EARNINGS 12, 686,75
FINDS AWAILABLE: 4 20,522,545.2% STOCKPILED MATERTALS £, 037.58
GR0SS ERRNINGS 17, 724,24
TOTAL CLAIMS: 3 0.00 RETATIBGE -120.30
SECURTTIES ENCTMBERED 0.00
NET EARNINGS 17,534.04
LIQUIDATED DAMAGES 0.00
AUTCRAY ADJUSTMENT 0.00
AMCUNT DUE 17,534.04
OTHER ADJUSIMENTS 0.00

PAYMENT DUE

Figure 10-1: The Estimate Summary

12,686.75
0.00
12,686.75
£,037.58
17,724.34
—180.30

0.00

17,524.08
0.00

0.00
17,534.04

.00

17,534.04

Exercise 10-1

In the following exercise, you will view the CDOT Estimate Summary report.

1. Open the CDOT SiteManager Accessories application and click the Main

Panel folder tab.
2. Double-click the Contractor Payments icon.

3. Double-click the Estimate Summary icon.

4. In the Contract list box, scroll to and click Contract C93222.

5. In the Estimate Number list box, scroll to and click Estimate 0002.

6. Click Ok.

7. Click the Close button.
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Accessing the Estimate History

The Estimate History window allows the selection and display of all Estimates for a
Contract, the dates generated, last approval activity and dates. The Estimates will
display from most recent to the oldest Estimate.

Pending estimates can only be deleted from this window. If you generate an estimate
and then discover an error, you can delete the pending Estimate from the Estimate

History window, unauthorized the DWR on the Diary, then the author of the DWR
can modify it.

Exercise 10-2
In the following exercise, you will open an Estimate History.

1. In SiteManager, on the Estimate panel, double-click the Estimate History
icon.

2. View the Estimate History for Contract C93222.

3. Click the Close button.

B AASHTO SiteManager [_[a]x]

File Services Window Help

ETTFIEEEE T

B JEstimate History [_[OIx]
Contract ID: [C53222-11 Description: [270 EXTENSION PHASE Il AND Il

Last Appr.  Last Appr. Est Est
User ID Date  Stat  Type

EEIE R

PM
Appr. Date

Figure 10-2: The Estimate History Window
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Approving an Estimate

The Estimate Approval panel allows authorized users to approve Estimates. The
approval process provides an audit trail and prepares the Estimate for the creation of the
extract file that can be used by CDOT’s financial system. The approval process is
conducted by a chain of approval levels established by CDOT. Each approval level
corresponds to a user group within SiteManager.

In CDOT, there are three levels of Estimate approval levels:

« Project Engineer

« Resident Engineer

« Accounting - Project & Grants
The Project Engineer begins the approval process; no subsequent level can approve an
estimate until the previous level has approved it. You should not approve an estimate

until you have reviewed it and are comfortable that it is ready to be approved. If you
find errors, they can be corrected before the estimate is approved.

If an error is found after you have approved the Estimate, check where in the approval
process the estimate is. If the Resident Engineer or Accounting have not yet approved it,
ask them to reject the estimate and then corrections can be made.

Once the Project Engineer has approved the Estimate, the Resident Engineer can
approve it. Once the Resident Engineer has approved the Estimate, then Accounting can

approve it. Once Accounting has approved the estimate it is final and cannot be rejected.

The payment will be made to the contractor. Any corrections that are discovered at this
point will need to be corrected on subsequent DWRs and included in an Estimate.

CDOT SiteManager® Learning Guide for Field Construction
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Exercise 10-3
In the following exercise, you will select and approve an Estimate.
1. On the Estimate panel, double-click the Estimate Approval icon.
2. Highlight Contract C93222 and click OK.
3. Click the Approved check box (ON) for your level.
4. Click the Save button.
5. Click the Close button.

6. Click Ok.

| ARSHTO SiteManager M= =

File Services “Window Help
B2 DEe 98]

¥ Estimate Approve [_ O] x]

Contract ID:  |C33222-11 Estimate Nbr: |DEIE|2

Generated By: IKELLY.J On: ID‘I /08415 |1 [130:34:-53400  Type: |PROG

—App Levels

Project Engineer I o |UDJDU.-"UD |DU:DD oa |

FResident Engineer I

Acctg - Projects & Grants I

Figure 10-3: The Estimate Approval Panel
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Tracking an Estimate

The Estimate Tracking panel is a view-only window that allows you to track the status
of an Estimate. It shows who has generated, approved, and rejected Estimates and when.

Each existing Estimate in SiteManager is shown. However, if a pending Estimate is
deleted it will no longer be listed.

Exercise 10-4

In the following exercise, you will track an Estimate.
1. Double-click the Estimate Tracking icon.

2. View the information for Contract C93222

3. Click the Close button.

4. Click the Main Panel folder tab.

B! AASHTO SiteManager

[_[=]x]
Flle Services Window Help
=N
- T
B Estimate Tracking [_[O]
Contract ID:  |C33222-11 Estimate Mbr:  |0002
Date Time User ID
Generated [o/meAs  [incnad JKELLYT
Froject Engineer m/es  filaz2s KELLYI
Resident Engineer [o0/00/00° o000 00 [

Acctq - Projects & Grants 00700700 \00: 0000

Figure 10-4: The Estimate Tracking Panel
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Diary Adjustments

Once a Diary has been included in an estimate it cannot be modified, nor a DWR
unauthorized, except to change the charge type of a Diary. A Diary can be adjusted to
change a Full Day to a No Charge Day or a Half Day or vice versa. The adjustment
can only be performed after the Estimate including the Diary has been fully approved.

Exercise 10-5

In the following exercise, you will make a charge type adjustment to a Diary that
has already been included in an approved estimate.

1.
2.

8.
0.
10. Click the Close button.

11. Click the Main Panel folder tab.

Double-click the Daily Work Report icon.

Double-click the Diary Adjustment icon.

In the Contract ID list box select Contract C93222.

Double-click the Diary dated 08/26/03.

Click the New button.

In the Charge drop-down list select No Charge.

In the Credit Reason drop-down list select Weather.

In the Remarks field type Afternoon storm caused work stoppage.

Click the Save button.

10-8

Estimate Approval and Tracking



Review of Section 10

To access the Estimate Summary:

1.

Log onto CDOT SiteManager
Accessories using the same User
ID and Password as for
SiteManager.

Double-click the Contractor
Payments icon.

Double-click the Estimate
Summary icon.

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

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

Click Ok.

When though, click the Close
button.

To access the Stockpiled Materials report:

8.

9.

10.

11.

12.
13.

Log onto CDOT SiteManager
Accessories using the same User
ID and Password as for
SiteManager.

Double-click the Contract
Administration icon.
Double-click the Stockpiled
Materials icon.

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

When though, click the Close
button.

To approve an Estimate:

1.

From the SiteManager Main Panel,
double-click the Contractor
Payments icon.

Double-click the Estimate icon.
Double-click the Estimate
Approval icon.

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

7.

8.
9.

Click Ok.

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

Click Ok.

Click the Save button.

To open an Estimate history:
1.

From the SiteManager Main Panel,
double-click the Contractor
Payments icon.

Double-click the Estimate icon.
Double-click the Estimate History
icon.

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

Click Ok.

When through, click the Close
button.

To track an Estimate:
1.

From the SiteManager Main Panel,
double-click the Contractor
Payments icon.

Double-click the Estimate icon.
Double-click the Estimate
Tracking icon.

Click the Open button.

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

When complete, click the Close
button.
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To adjust the charge type of a Diary that
has been included in an approved
Estimate:

1.

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

2. Double-click the Diary
Adjustment icon.

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

4. Double-click the Diary to adjust.

5. Click the New button.

6. Inthe Charge drop-down list
select the desired charge type.

7. In the Remarks field enter the
reason for the change to the charge
type.

8. Click the Save button.

9. Click the Close button.
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Section 11. Change Order Basics

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

Understand Change Order Concepts
Create a Change Order

Add New Items to a Contract

Calculate a Change Order

Modify Existing Contract Items

Make a Price Adjustment

Make a Time Adjustment

Add an Explanation for a Change Order
Access CDOT Form 90

Access CDOT Minor CO Summary

Access SiteManager Change Order Reports

Learning Module



Change Orders General Concepts
Any changes to a Contract must be made in SiteManager through the Change Order
process. Through Change Orders, Project Engineers can:

« Increase or decrease quantities for existing items

= Add new items of work to the contract

« Make time adjustments

« Make price adjustments

« Record scope changes

» Record spec changes

« Create Subcontractor/Supplier liens

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

CDOT requires formal approval for all Contract Modifications and Minor Contract
Revisions. You must have CDOT Form 90 signed for Contract Modifications and
Minor Contract Revisions, and any other signatures/approvals previously required.
Form 90 is available from CDOT’s SiteManager Accessories application.

There are several types of Change Orders at CDOT. Be sure to choose the appropriate
Change Order type from the drop-down list. This is especially important when
creating a Minor Contract Revision type of Change Order. CDOT tracks MCR items
on the contract by the CO type. Types of Change Orders include:

Contract used when adding new items to a Contract or

Modification adjusting existing items that will increase or
decrease the contract amount.

Minor Contract used when adding MCR items to a contract or

Revision adjusting existing items for which the dollar

amount will come out of the MCR budget.

Modifications with used for changes that do not require CMO

no CMO/MCR approval, nor is the cost coming out of the MCR
Required budget. For example, quality price adjustments.
Subcontractor/ used for items being added to the contract to
Supplier Lien withhold payment for unpaid liens. If a

subcontractor has a lien on the prime contractor,
CDOT withholds payment from the prime
contractor until the lien is paid.
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Change Order Functions

Project Engineers define the purpose of the change order by selecting among the
different functions. You can specify more than one function for a change order.

These are the functions available on a change order:

Overruns or when the quantities associated with existing contract

Underruns items are either increased or decreased. Also use this
function when creating an MCR type of change Order
as the existing MCR budget Item will be underrun.

Extra Work when new work items are added to a contract.
Time used to add or remove time from the contract for a
Adjustments milestone or contract completion.

Zero Dollar only used when making a change to a Contract that

affects absolutely no money, adds or removes no items
— for example, a spec change that affects no dollars.
Do Not click Zero Dollar for MCR type of Change
Orders.

CDOT will not use Force Account or Final Quantity Change Orders. Never click
on these functions.

You can specify more than one function in the same change order, such as adding
CMO items and a time adjustment. However, do not combine MCR type Change
Order Items and CMO type Change Order Items on the same Change Order.

Review of an Existing Change Order

Navigation of an existing Change Order begins at the Change Order(s) icon

B |siteManager Panel Ed
~ ManPanel ] Change Orders+) ]
H = AT
Contract Draily "ok, Fipeline(+] Caontractar Change Civil Rightz[+] b aterials
Administration[+]  Reports(+] Faymentz(+] Orders(+] Management[+]

Figure 11-1: The Change Order Panel




Next double-click on the Change Order Maintenance icon

B | siteManager Panel

| b4 ain Panel T Change Orders{+) I Change Order Maintenance(+) |
“hange Reference Process List
Tables[CO+)

Figure 11-2: The Change OrderMaintenance icon

Then select the Change Orders icon

i | siteManager Panel

| Main Panel

Item Summary  Signature Page  Change Order

Revigw £
Approve

Change Orders(+]

Change Orders

Tracking

Figure 11-3: The Change Orders icon

Go up to the Services drop-down menu, and select Choose Keys to locate your Contract ID

B! AASHTO SiteManager [_ [&] x|
File | Services ‘Window Help
” B ChooseKeys CErl+-AlE+E I— |
——  Genetic Fields CErl+AlE+G
= BEE
pr Attachments = - -
Pracess Satus © Time Adjustmerts Explanatiors
Calculate Change Order Chrl+Shift+HC -
Forward Ta,.., Chrl4-shift+=
Change Order Tracking  Chrl+Shift+T T e Verbal App Dates:
’7 Federal: IDD.?’DD.-"DD Local: |00/00,/00 ‘
CO Created hy: I

On: IDD."’DD.-"DD

Status: IDrafl

Description:

Reason Code: I

CO Type: |

[EN(EN

Figure 11-4: The Services Choose Keys menu

At this point you may decide whether you want to create a New Change Order,
or open an existing one. The system assumes you are wanting to create a new
Change Order, thus providing the white editable fields in the new record.
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In order to review an existing Change Order first, go up to the Open icon, select “No”
for Save Changes? And then choose existing CO Nbr 1.

B | AASHTO SiteManager BEE
File Services Window Help

LN ETD
B | Change Order Header SalEs

Header ¥ lterns o Time Adjustments Explanations

Contract ID: IE93222-1‘I Change Order Mbr: IDD‘I

Tentative ¥erbal Approval Dates:
’7 Federal: IDD;’DD.”DD Local: [00/00/00

CO Created by: IS_I,Jstem Entries Eln:|1 0/23/03
Status: [APPR Approval Level: |DVEF|HIDE

Description: |F'Ian Force Account

Reason Code: |UseforALL change orders

CO Type: |Flan Force Account

¥ Ovemride Approval Rules [~ Emergency Work

Functions: [~ Overun/Undemun [~ Force Account Bid Contract Amt: |$2D,935,838.D4
|7 Extra Work I” Zero Dollar Current Contract Amt: [§21.558.136.04

[ Time Adi [ Final L CO Amount: [$322 500 00

Ref to:

(Dispule: I Force Account: I ‘

Figure 11-5: Change Order #1 Header Window

Then you can review the details folder tab by folder tab, starting as always, at the
Header folder tab.

Exercise 11-1

In the following exercise, you will view Change Order 001 that was
automatically added to the Contract.

1. Review the information on the Header tab.

2. Double-click the Items tab.
3. Highlight the Item Code 700-70010 F/A Minor Contract Revisions item.

Note the This Change Order Quantity of 600,000 which determines the
beginning balance of the MCR funds for this project: $600,000.

4. Double-click the Time Adjustments tab.

5. Double-click the Explanations tab.

6. Click back on the Header tab.




Minor Contract Revisions in CDOT

When Project Engineers need to add minor item(s) to a contract, you’ll initiate a
SiteManager Change Order and add the item(s). In the same change order, you will
decrease the current Contract Amount for Item 700-70010, the MCR budget, by an
amount equal to the sum of the added Items. This will reconcile the MCR budget and
the Change Order will have a CO Amount dollar amount of $0.00 after calculation.

In the Daily Work Report, record the correctly installed quantities for the new minor
item(s) added by the Change Order. You cannot record installed quantities in a DWR
to item 700-70010.

Example

If a quantity of 7,000 square feet of Item 202-00250 Removal of Pavement
Marking was added in the Change Order at a unit price of $1.32, the value of the
addition would be $9,240.

A negative quantity adjustment of 9240 units would need to be made to the
existing Item 700-70010, which has a unit price of $1.00, in the Change Order.
The Minus $9,240 value of item 700-70010 would offset the added value of item
202-00250. After calculation, the CO Amount for the Change Order would be
$0.00.

This use of the MCR budget item in SiteManager is necessitated by the continued
use of SAP for financial reporting.

This adjustment is only used for MCR items on MCR types of Change Orders. Do
not make adjustments to the MCR budget item for Change Order types
Contract Modifications or Modifications with no CMO/MCR Required.
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Exercise 11-2

In the following exercise, you will navigate a draft MCR Change Order

1. Click the Open button.

2. In the Change Order list box, scroll to and double-click CO Nbr 002.
3. Note the CO Type and CO Amount.

4. Double-click the Items tab.

5. Inthe list box, click Item Nbr 0192.

6. Note the This Change Order Amount.

7. Inthe list box, click Item Nbr 1215.

8. Note the This Change Order Amount.

9. Click back on the Header tab.

B | AASHTO SiteManager M=
File Services Window Help

=N L I

ﬁ" Change Order Items M= E3

Header [ Items © Time Adjustments Explanations

Contract 1D: IE93222-11 Change Order Mbr: 002 Status: APFR

Project Nbr Catg Item Item Code Description
Nbr  Mbr
5322260 | 0200 Jo182 [210-00050 Fies Fire Hydrant
93222-BID 0200 1215  700-70010 F#& Minor Contract Revisions
| | i
Project Nbr: [332228I0 Category Nbr: [0200 Line ltem Nbr: [0192 Item Code: |21 0-00050
Units Type: IEAEH— Spec Year: W Maijor ltem: [~ Specialty: [ Status Type: JACTY
Unit Price: INSSEW Propozal Line Nbr: I— Related Item: |
Item Desc: |Fes Fire Hydrart Critical: [~
Suppl Desc: | Pay Plan Qty: [~
| Material Discrepancy Adi: [
CO Item Desc: | Suppl Desc Req'd: [
Quantity Amount
Contract Bid: 0.000 $0.00
Approved Change Order: 1.000 $1.885.00
Current Contract: 1.000 $1.885.00
Pending Change Order: | 0.000 $0.00
Thiz Change Order: | 1.000 $1,88500 Force Account Item [

Figure 11-6: MCR type Change Order Items Window




Creation of a New Change Order

Within CDOT, a CO can only be created by a Project Engineer. A change order must
be associated with an existing contract. Specific information about the change order
must be recorded using the Change Order Header tab, the Change Order Items tab,
the Time Adjustments tab, and/or the Change Order Explanations tab.

When adding Items to a contract, both CMO and MCR Items are added through
Change Orders. SiteManager does not have a Minor Contract Revision (MCR)
function. The MCR budget will be contained in an item, item code 700-70010. All
planned force account items, including the MCR Budget item will be added to the
SiteManager Contract by a Change Order that will automatically be added when the
Contract is imported from PES/LAS and is activated. The automatically added
Change Order will be Change Order 001 in SiteManager.

Project Engineers have specific authority to create and maintain Change Orders in
SiteManager. The change order function determines the entries that must be made
and the windows that must be accessed to create and maintain a change order. A -
change order may have multiple functions checked. For example, an MCR type of
Change Order should have both Extra Work and Overrun/Underrun checked.

] AASHTO siteManager
File Services ‘window Help

|BEEE DS g

Header Items Time Adjustments Explanations

Contract ID:  [C3322211  Change Order Nbr:  [003
Tentative Yerbal Approval Dates:
’V Federal: |UU/UU/UU Local: |UU/UU.‘UU
CO Created by: |Er|n Ewans, HO Program & Project &nalysis On: W
Status: l[)lalt— Approval Level: |
CO Type: | j
[~ Override Approval Rules [~ Emergency Work
Functions: [~ Dverrun /Underrun [~ Force Accounl t Bid Contract Amt: [(2093563604

[ Extra Work I~ Zero Dollar Current Contract Amt: [§21 85813604
I~ Time Adjustment [ Final Quantity o — |$U.EIU—

Refi to:
’VDispule: Force Account: ‘

Figure 11-7: The New Change Order Header Window

Change Order Header

The Change Order Header window allows a Project Engineer to define a Change
Order. This is where the description, type, functions, author and date are shown. The
Header is also where the status is shown and changed when ready to move into the
Approval process.

As long as a Change Order is in Draft status, the header and any other CO data can be
modified.
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Exercise 11-3

In the following exercise, you will create a new MCR change order on the Change Order

window.

1. Click the New button.

2. Inthe Description field, type Removal of Pavement Marking.

3. Inthe Reason Code drop-down list, click the expand arrow to the right of the current
selection and click the Use for ALL Change Orders choice.

4. Inthe CO Type drop-down list, click the expand arrow to the right of the current selection
and click the Minor Contract Revision choice.

5. Click in the Override Approval Rules check box (ON).

6. Click the Overrun/Underrun check box (ON).

7. Click the Extra Work check box (ON).

8. Click the Save button.

B AASHTO SiteManager [_[8]=

File Services ‘Window Help

EREIREEE T ET

B |change Order Header [_ (O]
Header i Itemnsz © Time Adjustments Explanations
Contract 1D: |E93222-1‘I Change Order Mbr: 003 Status: |DF|.|’-\F
T ive Yerbal App | Dates:
’7 Federal: IDD.-"DD.-"UD Local: (000000
CO Created by: IErin Evans, HQ Pragram & Project Analysis On: ID‘I.-"DS.-"‘IS

Status: IW vl Approval Level: |

Description: |FEEMDV.QL OF PAYEMENT MARKING

Reason Code: IUse for ALL change orders j
CO Type: |Min0r Contract Revizion ;I
¥ Owemide Approval Rules [~ Emergency Work

Functions: [ Owerun/Underun [ Force Account Bid Contract Amt: |$20,335,636.04
[V Extra Work I” Zero Dollar Current Contract Amt: [$21,558,136.04
[ Time Adjustment [~ Final Quantity CO Amount: [§0.00

Reference to:

(Dispule: I Force Account: I ‘

Figure 11-8: The Completed Change Order Header Window




Adding New Contract Items in a Change Order

New items may only be added to an existing contract through the change order
process. When a new item is added to a contract, you must enter a unit price, the
quantity of the item, and a description for the item on the Items tab of the Change
Order Items window.

In CDOT, all new items that are being added to a contract MUST be assigned a
category. If you need a new category added to the contract contact the Help Desk for
assistance.

The Supplemental Description fields on the Items tab provide space to further
describe the added items. The supplemental description will print on the Estimate.
Supplemental descriptions can also be modified from the Items window accessible
through Contract Administration, Contract Records.

Do not enter any number into the Proposal Line Number field as CDOT is not
using this functionality.

Items added via a Change Order are not actually added to the contract until the CO is
approved. But be sure the CO items are approved on the Form 90 before approving
the CO in SiteManager.

New items will be added to the contract from the Items window.

fr-| AASHTO SiteManager _ &=
File Services ‘Window Help

EFLEIRNEEFTIEESY
B | change Order Items =Dl

Header i Items I Time Adjustments i Explanations

Contract 1D: IE93222-11 Change Order Nbr: 003  Status: IDF!AF

Project Nbr Catg Item Item Code Description
Nbr  Mbr
1N e
|
1 | >
Project Mbr: [ SN _~ Category Nbr: | | Line Item Mbr: | Item Code: |
Units Type: I— Spec Year: I— Major ltem: [ Specialty: [ Status Type: W
Unit Price: I!{%DDT Proposal Line Mbr: I— Related Item: | =l
Item Desc: | Critical: [~
Suppl Desc: | Pay Plan Qty: [~
| Material Discrepancy Adj: [
CO Item Desc: | Suppl Desc Req'd: [
Quantity Amount
Contract Bid: 0.000 $0.00
Approved Change Order: 0.000 $0.00
Current Contract: 0.000 $0.00
Pending Change Order: | 0.000 $0.00
I Thiz Chanae Order: | 0.000 $0.00  Force Account Item [

Figure 11-9: The New Items Window
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Exercise 11-4

In the following exercise, you will add a new item to the contract.

1.

2.

3.

10.

11.

12.

Click the Items tab.
Click the New button.

In the Project Nbr drop-down list, click the expand arrow to the right of the current selection and
click the project.

In the Category drop-down list, click the expand arrow to the right of the current selection and
click the 0200 choice.

In the Line Item Nbr field, type 0077.
Position the selection pointer (changes to the Search Lens) over the Item Code field.
Using the right mouse button, click the Item Code field.

From the object menu, click the Search choice. The Contract Item Master List appears containing
only Items for your Spec Year.

Scroll to and double-click 202-00250.
In the Unit Price field, type 1.32.
In the This Change Order Quantity field, type 7000 and the decimal point.

Click the Save button.

13. Click the Header tab.

¥ Change Order Items

Header Items Time Adisiments Explanalions

003 Status: [DRAF

ltem Code Description

Contract ID:

5622211 Change Order Nbr:

Project Nbr

Catg Item
Nbr  Nbr

oR00ZE0 |Rem Pavement Harking

k1| | B

Project Nbr: |33222BID Category Nbr: |0200 Line Item Nbr: [0077 Item Code: j
Units Type: [SF Spec Year: [1939 Maior ltem: [~ Specialy: [~ Status Type: [PEND

Unit Price: [(1.32000  Proposal LineNbr: | Related ltem: [ |
Item Desc: |[Rem Pavement Marking Critical: [
Suppl Desc: [ Pay Plan Qty: [~
[ Material Discre pancy Adp [
ICO Item Desc: [ Suppl Desc Reg'd: [
Quantity Amount
Contract Bid: 0.000 $0.00
Approved Change Order: 0.000 000
Cumrent Contract: 0.000 $0.00
Pending Change Order: 0.000 $0.00
This Change Onder: | 7,000.000 | $9.240.00 Force Accountltem |

Figure 11-10: The completed Items tab




Calculating a Change Order

After adding or updating change order items you may calculate the Change Order to
determine the Change Order Amount on the Header window. You can calculate the
CO at any time, and may do so several times while the CO is in Draft status.

On an MCR type of Change Order you should calculate the Change Order after all
new Items are added to determine the amount of the adjustment to your MCR budget.
You must calculate the CO again after the MCR budget adjustment has been made to
reconcile the MCR budget. On an MCR type of CO, the CO Amount after all
calculations should be $0.00.

Be sure to calculate your MCR Change Orders. A new CO starts at $0.00, and
ultimately and MCR CO should end at $0.00. However, if you do not ever calculate
an MCR Change Order, the system will not make the deduction from the MCR
budget item. You can calculate multiple times, so if not sure whether you calculated it
is best to calculate again.

Example

If a quantity of 7,000 square feet of Item 202-00250 Removal of Pavement Marking
was added in the Change Order at a unit price of $1.32, the value of the addition
would be $9,240.

A negative quantity adjustment of 9240 units would need to be made to the existing
Item 700-70010, which has a unit price of $1.00 in the Change Order. The Minus
$9,240 value of Item 700-70010 would offset the added value of Item 202-00250.
After calculation, the CO Amount for the Change Order would be $0.00.

The use of the MCR Budget Item in SiteManager is necessitated by the continued use
of SAP for financial reporting. This adjustment is only used for MCR types of
Change Orders. Do not make adjustments to the MCR Budget Item for Change
Order types Contract Modifications or Modifications with no CMO/MCR
Required.

Exercise 11-5
In the following exercise, you will calculate the change order.
1. Click back on the Header window, click Save.
2. Click the Services menu and click the Calculate Change Order choice.

3. Click the Save icon.
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Modify Existing Contract Items

Project Engineers can increase or decrease the quantities of existing contract Items
through the Change Order process. While CDOT does allow overruns and underruns
on Contract Items, there are several situations in which an Item’s quantities would
need to be adjusted in a Contract. Change in the scope or the size of a project might
necessitate adding quantities to an existing Contract Item. Adjustments to existing
items will be made in the Change Order Items window.

Minor Contract Revisions in CDOT

Minor Contract Revisions are handled slightly differently than CMOs. You initially
create the CO in the same manner in the Header, making sure to choose a CO Type of
Minor Contract Revision. New items are added to the CO in the same manner. The
difference when creating a MCR type of Change Order is that the MCR budget Item,
existing Item 700-70010 on the Contract, needs to be decreased to reconcile your
MCR budget.

When Project Engineers need to add minor item(s) to a contract, initiate a
SiteManager Change Order and add the item(s). In the same change order, you will
decrease the current Contract Amount for Item 700-70010, the MCR budget, by an
amount equal to the sum of the added Items. This will reconcile the MCR budget and
the Change Order will have a CO Amount dollar amount of $0.00 after calculation.

In the Daily Work Report, record the correctly installed quantities for the new minor
item(s) added by the Change Order. You cannot record installed quantities in a DWR
to item 700-70010.

Exercise 11-6

the Item Tab.
1. Click the Services menu and choose Select Item.
2. Click at the top of the Item Code column to sort in ascending order.

3. Scroll to and double-click on Item Code 700-70010.

5. Click the Save button.

6. Click the Header folder tab.

7. Click the Services menu and click Calculate Change Order.
8. Click Ok.

9. Click the Save button.

In the following exercise, you will adjust an existing item from the contract. Return back to

4. Inthe This Change Order Quantity field, type -9240 and the decimal point.




Contract Modification Orders

Contract Modification Orders are used when adding new items to a Contract or
adjusting existing items that will increase or decrease the contract amount.

1.

2.

10.

Exercise 11-7

In the following exercise, you will create a new CMO change order from the Change
Order Header window.

Click the New button.
In the Description field, type Caisson Wall E-17-BA.

In the Reason Code drop-down list, click the expand arrow to the right of the
current selection and click Use for ALL Change Orders choice.

In the CO Type drop-down list, click the expand arrow to the right of the current
selection and click the Contract Modification Order choice.

Click in the Override Approval Rules check box (ON).
Click the Extra Work check box (ON).

Click the Save button.

Click the Items folder tab.

Click the New button.

In the Project Nbr drop-down list, click the expand arrow to the right of the
current selection and click the project.
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11.

12.
13.

14.

15.

16.
17.
18.
19.

20.
21.
22.
23.

24.

In the Category drop-down list, click the expand
arrow to the right of the current selection and click the
0307 choice.

In the Line Item Nbr field, type 2002.

Position the selection pointer (changes to the Search
Lens) over the Item Code field.

Using the right mouse button, click on the Search
choice.

Click at the top of the Item Code column to sort in
ascending order.

Scroll to and double-click Item 900-00014.
In the Unit Price field, type 154252.
In the Suppl Desc field type Caisson Wall E-17-BA.

In the This Change Order Quantity field type 1 and
the decimal point.

Click the Save button.

Click the Header folder tab.

Click the Services menu and click Calculate Change Order.

Click Ok.

Click the Save button.




Price Adjustments

Any time you need to withhold payment from the contractor, such as when an
installed item does not measure up to CDOT’s quality standards, make a price
adjustment via a Change Order. The Project Engineer will create a Change Order in
SiteManager to add a new Contract Item using Item code 900-00006 with a unit price
of $1.00.

You should clearly reference the original item whose price is being adjusted. The
Supplemental Description fields on the New Contract Item folder tab provide space to
describe the price adjustment items. The supplemental description will print on the
Estimate. Supplemental descriptions can also be modified from the Items window
accessible through Contract Administration, Contract Records.

Once the CO is approved, you will need to record installed quantities of this Item in a
Daily Work Report and authorize the DWR in a Diary. Record a negative quantity
equivalent to the dollar amount of the penalty to the Contractor. Since the unit price is
$1.00, a negative quantity of 2,000 will equal a negative dollar amount of -$2,000,
which will be deducted from the Estimate. The unit price must be a positive number.
The quantity can be a negative number.

Liquidated Damages

If work is not completed by the time authorized, each additional day shall be charged
and contractor will be accessed Liquidated Damages at the rate specified in spec
108.09. Authorized time is the time specified in the contract plus any days added by
Change Order(s).

When you are creating a Change Order for Liquidated Damages, you MUST use
Modification with No CMO/MCR Required and one of the following items:

620-00040 (Dol) or 620-00045 (Day) and they must appear in Category 0400.

If Category 0400 does not yet exist on your Project, please contact the
AASHTOWare Project Support unit to request that Category 0400 be added to your
Project, and you must request that a new line be added to the Project PO by the proper
personnel.
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Exercise 11-8

In the following exercise, you will create a new Change Order to make a quality price adjustment
to the Contract by adding a new Item.

1. Click on the Change Orders icon.

2. Click the New button.

3. In the Description field type Price Adjustment.

4. In the Reason Code drop-down list choose Use for ALL Change Orders.

5. In the CO Type drop-down list select Modifications with No CMO/MCR Required.
6. Click in the Override Approval Rules check box (ON).

7. Click the Extra Work check box (ON).

8. Click the Save button.

9. Click the Items folder tab.

10. Click the New button.

11. In the Project Nbr drop-down list, click the project.

12. In the Category drop-down list, click the 0200 choice.

13. Inthe Line Item Nbr field type 1207.

14. Position the selection pointer (changes to the Search Lens) over the Item Code field.
15. Using the right mouse button, click the Item Code field.

16. From the object menu, click the Search choice.

17. Click at the top of the Item Code column to sort in ascending order.

18. In the list box, scroll to and highlight 900-00006.

19. In the Unit Price field type 1 and the decimal point.

20. In the Supplemental Description field type Price Reduction — Working Time Violation.
21. Click the This Change Order Quantity field, type -10000 and the decimal point.
22. Click the Save button.

23. Click the Header folder tab.

24. Click the Services menu and click Calculate Change Order.

25. Click the Save button.




Navigating to Other Change Order Functions
from the Header Window

Depending on the Status and the Contents of a CO header, you may access other
change order functions from the other folder tabs.
From the CO Header window, you can navigate to:

« the Change Order Items window

« the Change Order Time Adjustments window

» the Explanations window

From the Services drop-down menu you can access:
« The Calculate Change Order function
= The Change Order Tracking window

These windows must be closed to return to the Change Order Header window.

Creating Change Order Time Adjustments

The Time Adjustments window allows you 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 has been checked for the Change Order. Time adjustments
can be made for a milestone associated with the contract or for the contract
completion date. Time adjustments can be modified while the Change Order is in
Draft status.

The Charge Type for the contract determines which type of time adjustment may be
entered and modified for a milestone or contract. Choose from these Charge Types:

Available Work computes time periods based on the working days
Days (AD) Charge charged to the contract and/or to each milestone.
Type Only the number of days adjusted may be entered in

the Time Adjustment Window. No completion date
applies to this charge type.

Fixed Completion has a specific fixed end date for the contract or for

Date (DT) Charge  milestones within the contract. Only the completion

Type: date field is entered. The system computes the
number of days adjusted.

Calendar Days computes the end date for the contract and for

(CD) Charge Type milestones based on the number of calendar days
allocated for the work. The number of days adjusted
is entered. The system then computes the completion
date.
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| change Drder Time Adjustments [_[O]>

Header Items Time Adjustments Explanations

Contract ID:  |C33222-11 Change Order Mbr: 004  Status: |DRAF

Adjusted Contract or  Adjustment Adjustment Date Explanation
Milestone Days

\dditional time required for Caisson 'Wall

" For Milestone: | % or Contract Completion

Time Adjustment Days: E Adjusted Completion Date: |06/22/06

Explanation: ’Addlhnnal time required for Caissan 'Wall

Figure 11-11: Change Order Time Adjustments Window

Exercise 11-9

In the following exercise, you will make a Time Adjustment to the Contract
Modification Order.

1.

2.

3.

Click the Open button

Highlight CO 004 and click OK.

Click in the Time Adjustment check box.
Click the Save button.

Click the Time Adjustments folder tab.
Click the New button.

Click the Contract Completion radio button.

Click the Time Adjustment Days field and type 2.




B Change Order Explanations

Heade! Items Time Adustments Explanations

Contract ID: 9322211 Change Order Nbr: 004 Status: [DRAF

[Explanations Applied to All Line ftems |

Seq Nbr Std CO Expl ID Type Date Applied

The as-bid Soil Nail default design for Retaining Wall =
E-17-BA is hereby deleted and the Caisson alternate design
shall be used.

Figure 11-12: The Change Order Explanations Window
Applying Change Order Explanations

The Change Order Explanation window is used to document the reasons for contract
changes. This window allows you to record the reason for the changes to the contract
that are included in the change order. It also allows reviewers and approvers to view
the change order reasons. Explanations must be entered prior to approval of the
Change Order.

From the Change Order Explanations window, in the drop-down list choose Applied
to All Line Items. The text entered will then be displayed on CDOT Form 90
available from the CDOT SiteManager Accessories program.

If you do not choose Applied to All Line Items from the drop-down list, your
explanation will not display on CDOT Form 90.

You can copy and paste text to and from other electronic documents for use in the
explanations text box.

Exercise 11-10

In the following exercise, you will add an explanation to Change Order 004 that will display on
CDOT Form 90.

1. From the Header folder tab, click the Explanations folder tab.

2. In the drop-down list choose Explanations Applied to All Line Items.

3. Click in the lower text field and type The as-bid Soil Nail default design for
Retaining Wall E-17-BA is hereby deleted and the Caisson alternate design
shall be used.

4. Click the Save button.

5. Click the Close button.
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Accessing CDOT Form 90

CDOT Form 90, available through the SiteManager Accessories application, allows you to view the
Change Order data in the CDOT format. It can be viewed at any point in the Change Order lifecycle
and can be accessed from the CDOT SiteManager Accessories application. The form shows the
Change Order Header information and all Items, Time Adjustments, Explanations and any other
details included on the Change Order. This can be viewed on screen or printed for approval
signatures.

Exercise 11-11

In the following exercise, you will view the CDOT Form 90.

1.

2.

5.
6.

Open the CDOT SiteManager Accessories application and click the Main Panel folder tab.
Double-click the Change Orders icon.

Double-click the Form 90 icon.

In the Contract list box, scroll to and click Contract C93222.

In the Change Order Number list box, scroll to and click Change Order 004.
Click Ok.

To view more than one Change Order at once, hold the shift button & select multiple
Change Orders.




Project Mo.: | Project Code (544
COLORADO DEPARTMENT OF TRAHSPORTATIOHN WHEET-174 20007
CONTRACT MODIFICATION Loation:
5287 RESURFACIMG SH¥2-HARMON
D RDE R Oate: | Project Order Mo.:
OF 302014 oo4
Contractor: l&'ﬂmaed st to ppoject:
COULSON EXCAWVATING COMPANY INCORPORATED ncrease Decreass F 000
Complate Address: Total addiional days alkowed to complete work: Faderal Owersight’
3609 M. COUMNTY ROAD 13 LOWELAMD, CO 80438 2 O es Mo
hdodification Titk:
hAIHOR COMTRACT REASION - dune b CR
Yaur contract is herebymodified to add BEnd Anchor & Station 479+ 75 and Portable Speed hantor on Projct.
#n addiiond two days iz added for extra concrete work gt Sation 377 BT
L L I- dle Jerey I} 313 f
Project Catg Lne  kemMo.  Description Cuardity Uit Unit Prics Total
20097-BI0 0200 0324 606-01320 End Anchor Ty3B WMCR 1.000 EACH F1075 00000 F107500
20097-BI0 0200 O3FF9 G30-20367  Port Traf Speed hionitor b CR 2000 EACH 3800 00000 FF 0000
Total added itermes: FRATSO0
Priject Caty Lne  kemMo.  Descrpton Quantity Unit Unit Pricz Tl
20097-BI0 0200 0285 FO0-FO010 Foohlinor Contract Resions [2.875.0000 FA F1 00000 (f2aTa00)
Total changed item quantities: CEEATS 00
Total for Contract Modifcation Order 004 000

Thiz order increases wour contracttime by 2 day=

| hierebny aceent this order, for work to be perfomed and prices on which payment isto be based.

REGQUIRED M ACCORDAMNCE WWITH INSTRUCTIONS
IN THE COOT COMS TRUC THOM SA ML AL

REGUIRED FOR ALL CHA MGE OROERS

Fpproved by FHUW Operations Engineer: [t Furthorized by Project Engineer: Dt
Contractor Repressniative .
OFTIONA L - Dater
FApprowed by Fegion Transporation Director: Dt FApproved by Resident Enginesr: Dae
[ Participating [ Han-paticipating [ Paticipation as nated
FApproved Fundng by Region Progam Engireer: Date:
Previous edtions may be usedurtil zupplies are exbausted COOT Form 90 0203

Figure 11-13: CDOT Form 90
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Accessing CDOT Minor CO Summary

CDOT’s Minor CO Summary, available through the SiteManager Accessories
application, lists all of the MCR Items that were added to the Contract via Minor
Contract Revision type Change Orders. Each of the MCR Change Orders is listed
with its Items detailed.

The Summary can be viewed at any point in the lifecycle of the Contract and can be
accessed from the CDOT SiteManager Accessories application. It can be viewed on
screen or printed.

Exercise 11-12

In the following exercise, you will view the CDOT Minor CO Summary.

1. Double-click the Minor CO Summary icon.
2. In the Contract list box, scroll to and click Contract C93222.
3. Click OK.

4. Click the Close button.

B MINOR CHANGE ORDER.pdf - Adobe Reader
File Edit Miew Document Tools ‘Wincdow Help

B &-ie e oo G )

COLORADO DEPARTMENT OF TRANSPORTATION ;‘*;‘;‘DT"E'WON PHASE 1AND I :;:';"c‘ﬂ“ (Bhe):
MINOR CHANGE ORDER ITEMS SUMMARY

Project No Fadral Cvarsight? Date Generated:
Contractor: ok ral Orersig .

HAMON CONTRACTORS, INC. 1M 2708 030 O Yes (3 Mo 9182008
Complets Address: MCR Limit : Accumulated Amount 5 Added Days:

5370 FRANKUN STREET DEWVER, 0O 80218 $600,000.00 $160 576 52 a

Line ([CO[ Item Item Description J Unit Chnge Order| Estimated Paid To
Nbr Code Price Quantity Amount Date

1920002 11000050 = Frdkant $1,885.0000( 100q  stessod  sarro.

77(000 p02-Do250[Removal of Pavement Making MCR a2(2] $1.32000 7000000  $0,240.00  $63,607.

132{004 [p02-051 5o andlasting MCR cef3) 3050000 27000000 §1350000  $4,420.

183] [10-01140Fes Gd Rall Ty 4 MCR 22(4) $3.50000 1,000.000 $3,50000  $16,453.50|

5 B00-0001 2[pdded Hem (Footl Fenos (72" CL(Temp} MCR 02(8) $6.25000 500.000 $3,125.00 $1,250.

1062]010 500-0001 2[Hdded e (oot Driled Calsson {247 (special) $64.0000( 144000 3021800  $0,600.

522011 5042500630 Gre Tt Spac s Fi Vs Gra it spas, (s i) WG $3,890.00000) zo0d s77enod  sienn

1527 Bo4-25011 ;[;Gﬂn Inkst Spac (10 F) Vana Grate Inkst spac. {sefies dol){ 107 MCR $4,799.00004 2,004 3050800  $19,196.

1517 k0425018 ;;Grsnlrisl&:sc (15 Rt} Vane Grate Inlet spec. [series dbli(157 MCR $6,055.00000 1.000 $6,055.0(] $6,055.

417014 p03-05072f2 In RCES $2,811.0000q 2000  $562200  §5622

(000001 4 pdded hem (Lump Sum)/ Re-stock Steel Pling E47-BU $2,485.00000 1.000 $2,485.00 32,485,

B00-0001 4 [vdded Hem (Lump Sum)/ Rem Conc Pavement (apecial) $1,163.00004 1.000 $1,163.0Q $1,163.

Figure 11-14: CDOT Minor CO Summary



Accessing SiteManager Change Order Reports
The SiteManager Change Order Reports panel generates commonly used trends in
contract changes. The following report topics are available on this panel:

= Change Order Report

« Change Order/Reason Code Breakdown

« Unapproved Change Order Aging Report

« Time Extension Granted Report

« View Saved Reports (PSR)

ﬂ Change Order Report [X]
Zoom: (9D -l Copies: |1 - |

ﬂ
Rpt-ID: RCOCORPT Name of State

User: SYS1 Transportation Agency Name

Change Order Report
Contract ID: SITEMGR_11
Change Order Nbr: 004 Force AcctID: O
[Change Order Type: FORCE ACCOUNT
OO Deseription: Final Out A Quaniity

Project Nbr Itm Nbr Catg ltsm Code Unit  Unit Frice Eid Gty Frev Apprvd €
00018340002 0B 00s 10041 TON $10.04 245,000 245
Itam Description Suppl Description QO Item Deseription
(COVER MATL. FINE AGGR. Finaed Item

KI| 307

Figure 11-15: The Change Order Report Window

Change Order Report

The Change Order report can be viewed at any stage in the Change Order lifecycle.
This is a two (2) page report window. The second page displays only if there are
Time Extensions associated with the change order selected for this report.

Once approved, change order data may be analyzed to help manage the change order
process. Two different reports are available for review. The SiteManager Change
Order Reports function allows users to produce reports that gather information about
trends in contract changes.
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Exercise 11-13

In the following exercise, you will access and view the SiteManager Change Order/Reason Code
Breakdown Report.

1. In SiteManager, double-click the Change Orders panel.

2. Double-click the Reports icon.

3. Double-click the Change Order/Reason Code Breakdown icon.
4. Click on the By Contract radio button.

5. Enter C93222 in the By Contract box.

6. Click OK.

7. Click the Close button after reviewing the report.

8. Click the Change Orders folder tab.

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 on the appropriate windows while the CO is in Draft status.

Accessing SiteManager Accessories Change Order Reports

Again, CDOT Form 90 is available for all Change Orders. It can be found in the
Change Order panel of the CDOT SiteManager Accessories program.

CDOT Minor CO Summary report is also available from the Change Order panel of
the CDOT SiteManager Accessories program. This lists all of the MCR items that
have been added to the Contract via MCR types of Change Orders.




Review for Section 11

Contract Change Orders may include:

1.

arwn

Add new work items to the
contract

Increase or decrease existing Items
Price Adjustments

Time Adjustments

Scope or spec changes

To create a Change Order:

1.

ok w

o

10.

11.

12.

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

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

Click the Services menu.

Click Choose Keys.

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

Enter a Description for the Change
Order.

Select the Reason Code from the
drop-down list.

Select the CO Type from the drop-
down list.

CDOT employees should check the
Override Approval Rules box.
Check the appropriate Function
boxes.

Click the Save button.

To modify a change order header:

13.

14.

15.

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

On the Change Order window,
double-click the Change Orders
icon.

On the Change Order Header
window, click the Open button.

16.

17.
18.

19.

In the Change Order list box,
scroll to and click the desired
change order.

Click Ok.

Modify the desired fields as
needed.

Click the Save button.

To navigate to other CO functions from
the Header Window:

1.

Click New to create a new Change
Order or Open to review/edit an
existing Change Order.

Click the Items tab, Time
Adjustments tab, or Explanations
tab.

Click the Services menu and select
Change Order Tracking choice.

To make a Contract time adjustment:

1.

wn

o

o

With the correct Change Order
open, click the Time Adjustment
Function. Click Save.

Click the Time Adjustments tab.
Click the New button.

For Available Work Days or
Calendar Days contracts, in the
Time Adjustment Days field, type
the modified number of days for
the contract or milestone.

Press the Tab key.

For Fixed Completion Date
contracts, in the Adjusted
Completion Date field, type the
modified completion date of the
contract or milestone.

Press the Tab key.

Click either the for Milestone or
the or Contract Completion radio
button (ON) to indicate whether
this is a modification of a
milestone of the contract.

Press the Tab key.

Enter an Explanation for the new
time adjustment if desired.
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10.

Click the Save button.

To add a new Item to the Contract:

1.

2.

3.

10.

11.

12.

From the Header tab, click the
Items tab.

On the Items window, click the
New button

In the Project Number drop-down
list, click desired project.

In the Category Nbr drop list,
click desired category.

In Line Item Number field, type a
new 4-digit Line Item number.

Using the right mouse button, click
the Item Code field.

From the object menu, click the
Search choice.

In the list box, scroll to and click
the new Item code.

Click the Unit Price field and
type in the unit price for the Item.
If applicable, click the
Supplemental Description field
and type the desired description.
Click the This Change Order
Quantity field and type the desired
quantity.

Click the Save button.

To modify an existing contract item:

1.

In the Header window with the
correct Change Order open, click
the Items tab.

2. On the Item tab, click the Services

menu and click the Select Item
choice.

3. In the Contract Items list box,

scroll to and click the desired
Contract Item.

4. Click Ok.

5.
6.

Click Ok.

In the Change Order Description
field, type the description for the
item change.

Press the Tab key.

In the This Change Order

| Quantity field, type the change

order quantity. It may be positive
or negative.

. Click the Save button.



To calculate a change order

1.

2.
3.

On the Header tab, click the
Services menu and click Calculate
Change Order.

Click the Save button.

Perform after each Item entry.

To apply an explanation to a change order

1.

2.

ok~

On the Header tab, click the
Explanations tab.

In the drop-down list choose
Explanations Applied to All Line
Items.

In the Explanation list box, type in
the explanation.

Click the Save button.

Click the Close button.

To access CDOT Form 90:

1. On the SiteManager

Accessories panel
double-click the Change
Orders icon.

2. Double-click the Form 90
icon.

3. Inthe Contract list, scroll to
and click on the desired
Contract Number.

4. Inthe Change Order
Number list box, scroll to and

click on the desired Change
Order Number.
5. Click Ok.

To access the Minor Change Order

Summary:

1. On the SiteManager
Accessories panel double —
click the Change Orders icon.

2. Double-click the Minor CO
Summary icon.

3. Inthe Contract ID list box,
scroll to and select the desired
Contract ID.

4. Click Ok.

To access SiteManager Change Order

Reports:

1. In SiteManager double-click
the Change Orders tab.

2. Double-click the Reports icon.

3. Double-click on the desired
Report icon.

4. Inthe Contract ID list box,
type in the desired Contract
ID.

5. If needed, type in Change
Order Number.
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Summary Exercise for Section 11

In the following exercise, you will create CO 006 for Contract
C93222.

1.

Navigate to the Header window and create a new MCR type of
Change Order for contract C93222 for Sandblasting.

Choose Override Approval Rules, Overrun/Underrun and
Extra Work functions.

From the Header window navigate to the Items tab.

Add a new MCR Item to the contract for Category 0200, Spec
Year 1999, with the following specifications:

e Line Item Nbr 0132, Item Code 202-05150, unit price
.50, and quantity 27000

Close the Items window and calculate the Change Order.

From the Header window navigate to the Services menu and
choose the Select Item choice.

Open the existing item, Item Nbr 1215. Make the appropriate
adjustment to the MCR budget.

From the Header tab calculate the Change Order. Make sure
the Change Order calculates to a CO Amount of $0.00.

Navigate to the Explanations tab and add the following
explanation for the change order: This work shall be in
accordance with the plans and specifications as directed by
the Engineer.

10. Navigate to the Main Panel.



Learning Module

Section 12. Change Order Approval and Tracking

By the end of this module, you will be able to:
« Identify the Different Status Types for Change Orders
« ldentify the Change Order Review Process
« Identify the CDOT Change Order Approval Process
« Approve a Change Order
« Track a Change Order
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Change Order Status

The CO Status field is a user-controlled field. These are the Status
types for Change Orders:

Draft when the Change Order is first created and while being edited.

Pending when the Change Order is ready to be reviewed or approved.
Changing the status to Pending puts the CO into the approval
process, and it cannot be modified. A Pending Change Order
may have its status changed back to Draft.

Denied  when the Change Order is not approved, but is saved. The
Change Order is basically rejected. CDOT does not use the
denied status.

Approved when the Change Order has been approved by its final level.
Once approved a CO can no longer be modified. If an
error is found once a CO has been approved, a new CO
would have to be created to undo the previous CO and
make the new CO changes.

Once a CO reaches its final approval, the system will change the status
automatically to Approved.

Change Order Review Process

Be sure to review the Change Order before approving it. Once
approved, the elements of the Change Order become part of the
Contract. CDOT Project Engineers can be the only level of electronic
approval for a Change Order in SiteManager. Therefore, it is very
important to make sure the CO is correct and that all outside approvals
have been obtained before approving a CO in SiteManager. CDOT
Form 90 reports can be reviewed or printed at any time for any CO in
any status in SiteManager. A Form 90 viewed or printed while a CO
is in Draft status will have the word DRAFT in red letters at the top.
Once the CO is moved into Pending status the red lettering disappears.

The Project Engineer can also place the Change Order into Pending
status which begins the approval process. CDOT Project Engineers
will choose themselves as the only electronic approval level in
SiteManager by clicking the Override Approval box on the CO
Header. Consultant Project Engineers must go through several levels
of approvals for Change Orders and must have the CO approved by the
Resident Engineer.
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Items added via a Change Order are not actually added to the contract
until the CO is approved.

All Change Orders on a contract must either be Approved or Denied in
order for the Physical Work Complete Date to be entered in Contract
Administration, as part of the contract completion process. Change
Orders may not be in a Draft or Pending status for the contract
completion process.

CDOT Form 90 must be signed for all CMO and MCR types of
Change Orders. The Project Engineer may be the only electronic level
of approval in SiteManager, however, the appropriate people must still
approve and sign the CDOT Form 90.After it is created, a draft
Change Order must be reviewed before it is approved. There are
several options for change Order review at CDOT, both through
SiteManager and CDOT SiteManager Accessories.

CDOT Form 90 is available through SiteManager Accessories. It
contains all of the information that was entered into SiteManager for
the Change Order. A Form 90 can be generated for any Change Order,
regardless of the CO type, and at any point in the life cycle of a CO. It
can be viewed on the screen or printed for signature.

SiteManager Accessories contains another report called the Minor CO
Summary. This lists all of the MCR Items that were added to the
Contract via Minor Contract Revision type Change Orders. Each of the
items added via an MCR type of Change Order is listed.

SiteManager includes its own Change Order Report that can be viewed
or printed for each CO. This lists all of the information contained in
the Change Order, including Header information, added and updated
Item information, time adjustments, dollar amounts and remarks.

The sequence of events in the change order review and approval
process are as follows:

1. When the Change Order is still in Draft status, the Project
Engineer should review the Change Order using either the
CDOT Form 90 or the SiteManager Change Order Report.

For CMO and MCR types of Change Orders, you must print
CDOT Form 90 for approval and signature by the appropriate
personnel per CDOT policy.

2. When the CO is deemed to be accurate or the signed Form 90
is received, change the CO status to Pending and choose the
User(s) to approve the CO. CDOT Project Engineers can
choose themselves as the electronic approvers in SiteManager

CDOT SiteManager® Learning Guide for Field Construction
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or their Resident Engineer. Consultant PEs must choose their
CDOT Resident Engineer.

3. Approvers either Approve or Deny the Change Order through
the Change Order Approval window. CDOT Project Engineers
should not approve a Change Order until they are confident
that the Form 90 has been or will be signed without changes.

4. If changes must be made while the CO is in Pending status, but
before it is actually approved, you can change the status of the
CO back to Draft to make corrections or edits. Once those
changes are made, change the status to Pending again for
approval.

5. Items included on a Change Order do not become active on the
contract until the CO is approved.

Change Order Approval Process

All Change orders on a contract must be either Approved or Denied in
order for the Physical Work Complete Date to be entered as part of the
contract completion process. Change Orders may not be in a Draft or
Pending status for the contract completion process. Once the Change
Order is ready to be approved, change the status of the Change Order
to Pending. Pending locks the CO so no further changes can be made.
This starts the approval process. If needed, you can change the status
of a Pending CO back to Draft status to modify it.

CDOT Project Engineers may choose themselves as the only level of
electronic approval. CDOT staff will click the Override Approval
Rules button on the CO Header. In the Group for Approval window
choose your own Group and User ID.

Consultants must still go through the hierarchical approval process.
The Groups for Approval window appears as a result of saving the
Change Order in Pending status. The Consultant Project Engineer
then selects at least one approver from each approval level.
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Figure 12-2: The Change Order Approval Groups Window
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Exercise 12-1

In the following exercise you will send Change Order 003 for
Contract C93222 for approval.

1. Double-click the Change Order Maintenance icon
2. Double-click the Change Orders icon.
3. Click the Open button.

4. Select Change Order 003 for Contract C93222 and click
OK.

5. Make sure that the Override Approval Rules check
box is checked (On)

6. In the Status drop-down list, click the expand arrow to
the right of the current selection and click the Pending
choice.

7. Click the Save button.

8. Click Yes to the message confirming the status change
to Pending.

9. Click the New button on the right side of the selection
box.

10. On the Groups for Approval drop-down list click
PROJENG.

11. On the User ID drop-down list click User.
12. Click OK.

13. Click OK at the message that an in-box mail has been
sent.

14. Click the Close button.
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Figure 12-3: The Change Order Approval Window
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Figure 12-4: The Change Order Approval Confirmation
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Approving Change Orders

Remember that once a Change Order is approved in SiteManager it
cannot be modified and the items become part of the contract. Do not
approve a CO until you are confident the CO is correct and you have a
signed Form 90 if outside approval is required. Items included on a
Change Order do not become active on the contract until the CO is
approved

Exercise 12-2
In this exercise you will approve the Change Order.

1. Double-click the Change Order Review /Approval
icon.

2. Inthe list box, scroll to and double-click Contract
C93222.

3. Inthe list box, scroll to and click Change Order 003.
4. Click OK.
5. Click the Approved radio button.

6. Click the Remarks button on the toolbar. In the text
box, type Excellent job.

7. Click the Remarks button again to close the text box.
8. Click the Save button.

9. Click the Yes button.

10. Click OK.

11. Click the Close button.
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Figure 12-5: The Change Order Tracking Window

Tracking Change Orders

At any time, the author of a CO may view its status by opening the
Tracking window. The Tracking window for a CO is a view-only
window and lists whether the CO is in Draft, Pending, Approved or
denied status, who performed the approval or Denial, and dates.

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

Exercise 12-3

In the following exercise, you will check the status of contract
C93222 in Change Order 003.

1. Double-click the Change Orders icon.
2. Click the Services menu.

Select the Change Order Tracking choice.

W

Click the CO Tracking List tab.
5. Click Close.
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Review for Section 12

There are four Status Types for
Change Orders:

1. Draft: when the Change Order

3. CDOT Project Engineers must
send Change Orders through
several Approval Levels
within CDOT.

is first created and while being

status to Pending puts the CO
into the approval process, and
it cannot be modified. A
Pending CO may have its status
changed back to Draft.

Denied: When the CO is not

: 4. Consultant Project Engineers
edited.
must send Change Orders
. Pending: when the Change through s_evgral Approval
Order is ready to be approved Levels within CDOT.
or reviewed. Changing the ) )
5. CDOT Project Engineers may

themselves approve the Change
Orders in SiteManager.

To put a Change Order into Pending
status for approval:

approved but is saved. The CO 1. On the Change Order

is basically rejected. CDOT Maintenance panel, double-

does not use the Denied status. click the Change Orders icon.
2. Open a draft change order.

. Approved: when the CO has 3. In the Status drop-down list,
been approved by its final click the expand arrow to the
level. Once approved it can no right of the current selection
longer be modified. If an error and click the Pending choice.
is found once a CO has been 4. Click the Save button.
approved' a new CO would 5. Click Yes to confirm the status
have to be created to undo the change.
previous CO and make the new 6. CDOT Project Engineers click
changes. the New button and follow

steps 7-9, then skip down to
step 14.
Before a Change Order is finalized: 7. In the Groups for Approval
drop down list choose User’s
1. It must be reviewed by the group. _
appropriate parties. 8. Inthe User ID drop down list
2. CMO and MCR Change chose the User’s own ID.
9. Click Ok.

Orders require approvals
and signed Form 90.
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10. Consultant Project Engineers, on
the Change Order Approval

window, click a desired Group 3. Open a Pending Change Order that
for Approval choice. has been sent for approval.

11. Inthe User ID / User Name 4. Click the Approved or Denied radio
data window, click a desired button.
approver name and User ID. 5. Click the Save button.

12. Click the Add button.

13. Click OKk.

14. Click Ok. To track the status of a change order:

15. Click the Save butt
ICK the Save button 1. On the Change Order panel,

double-click the Change Order

To approve a Change Order: Maintenance icon.
1. Onthe Change Order panel, 2. On the Change Order _
double-click the Change Order Maintenance panel, double-click
Maintenance icon. the Tracking icon.

2. Double-click the Change Order
Review /Approval icon. 3. Open a Change Order.
4. When complete, click the Close

button.
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Summary Exercise for Section 12

In the following exercise, you will forward the Change Order 004 for
C93222 for approval.

1. In SiteManager, Navigate to the Header window.

2. Open Change Order 004 for C93222.

3. Change the status to Pending and save it.

4. Select the Project Engineer group, User User Id.

5. Navigate to the Change Order Review / Approval window.
6. Approve Change Order 004 for C93222.

7. Close the approval window.

8. Navigate to the Tracking window.

9. Review the status of Change Order 004 for C93222.

10. Exit SiteManager.
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