1 Getting Started

By the end of this section, you will be able to:
Use the Student Guide
Log on to SiteManager
View the SiteManager Panel
Control the Display of Multiple SiteManager Components
Close Versus Exit in SiteManager
Change Your SiteManager Password
Identify security Access in SiteManager
Use Open, New, and Choose Keys
Use the Object Menu for Data Manipulation and Retrieval
Identify Support Resources
Use Current Window Help
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Using the Student Guide

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

Objectives

Multiple Topics and Instructor-Led Exercises
Review

Summary Exercise

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

2L,

Figure 1-1. Bulldozer Graphic

Each module will end with a review and a summary exercise. The review
will summarize the main points and all of the SiteManager functionality
covered in the module. The review pages may serve as an excellent
reference for the summary exercise that follows the review and as a work
aid for use back at the office when you are trying to reconstruct what you
did in class.

The summary exercise gives you the opportunity to practice the skills you
learned in the learning module. The summary exercise instructions will
provide you with the data to be used and general instructions. Remember
that the module review on the pages immediately preceding the summary
exercise is composed of the general procedures covered in the module.
The review will serve as a good reference as you perform the summary
exercise.

SiteManager Procedures, the steps you follow to access a component of
SiteManager, vary depending on whether you have just entered the system
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or have been in some other component and have already selected a
common variable.

For instance, if you enter the application and navigate directly to the
Contractor Payments component, the Estimate Summary window requires
the selection of the desired Contract and Estimate.

However, if you have been working in the Contract Records component,
already have a Contract selected, and then navigate to the Contractor
Payments component, the Estimate Summary window displays for
selection the Estimates for the Contract previously selected in Contract
Records.

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

In NJDOT, there are three student guides:
= SiteManager Training Guide for Resident Engineers
= SiteManager Training Guide for Inspectors

= SiteManager Training Guide for Management
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Logging on to SiteManager

Start Trnseport SiteManager the same way you would any program on
your computer.

_!‘i 5118
Tms ]:l:lr|
= L
X SiteManager
Construction Management >ystem 293

Uszer ID: |tpsiane

Fassword: |«

Connect to: |Tlaining Server Lj

Logon | Change Password I Close ‘

[ Download RTF Templates

AASHTO Trne port, the AASHTO Tme port logo, T port Sitekd anager,

NJDOT will not
use RTF
Templates.

the Trie port Sitekd ahager logo are reqgistered trademark : of the American
Azzociation of State Highway and Tranzpartation Officials [AASHTO]).
Portions Copyright ® 1977-2008 A45HTO,
Partions Copyright © 1977-2008 Info Tech, Inc.

This product includes software used under licenze fram third parties.

including thoze parties identified by the following notices. Copyright ©
1933-2003 The Apache Software Foundation. &l rights reserved.

Figure 1-2. SiteManager Logon Window

In NJDOT, SiteManager may only be accessed through the Citrix
Server.

The steps in the
training manual
assume that the
user is already
logged into Citrix
and is able to
access
SiteManager.
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To log on to the AASHTO SiteManager system and join a group:

Exercise 1-1

Login: tpsjone Group: RE
1. Double-click the SiteManager icon on your desktop.
2. Type tpsjone.
3. Press the Tab key.
4. Type pass.

5. Press Enter.
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Viewing the SiteManager Panel

Depending on your security group, the Main Panel will display icons that
represent the following components of the system: Contract
Administration, Daily Work Reports, Contractor Payments, Change
Orders, Accessories, System Administration, and Reports.

= SiteManager Panel

Main Panel T Cantract Sdministration+] ]
N S mE £
]
l_Zil:_lr'ltl-al_::l [ Daily ok Contractar Change Accessonies(+] Reparts
Adrmiriistration]+] I = By Payrments+] Orders(+]

Figure 1-3. SiteManager Main Panel

The SiteManager Status Bar

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

Ready Training Train  RE tosione .
Idode Connection Eegion G-rclp 1D Tser ID

Figure 1-4. SiteManager Status Bar
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Navigating in SiteManager Using the Main Panel

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

Click the folder tabto goa  Double-click the Click the folder tab to go
lewel. cotponent’s icon to openit.  down alevel

ﬂSileMﬂnﬂg?r Panel
Misin Panel act Adminiztration]+)

ﬂﬂ%m

FReference Flepoes [CAs]  Process Lt
Tables(CA) Fhmdw[f] Mawl

| Contractr Managements)

Figure 1-5. Navigating in SiteManager
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Exercise 1-2

To browse through the components of SiteManager:

Login: tpsjone Group: RE Contract: 7777G

1.
2.

10.
11.
12.
13.
14.
15.
16.
17.

Double-click the Contract Administration icon.
Double-click the Contractor Management icon.
Click the Contract Administration folder tab.
Double-click the Contract Records icon.

Click the Main Panel folder tab.

Double-click the Daily Work Reports icon.
Click the Main Panel folder tab.

Double-click the Contractor Payments icon.
Click the Main Panel folder tab.

Double-click the Change Orders icon.

Click the Main Panel folder tab.

Double-click the Accessories icon.

Click the Main Panel folder tab.

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

In the Contract ID list box, scroll to and double-click
T777G.
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Viewing the Toolbar

Many of the functions available from the menus are also conveniently
available from the SiteManager toolbar.

ZEp

To identify the components of the toolbar, place the mouse over the
button and use the tool tip to identify each component.

Exercise 1-3

Login: tpsjone Group: RE Contract: 7777G

A C E G I K M

IRE?2 DSy @O
F

B D H J L

Figure 1-6. SiteManager Toolbar

Buttons are gray
when they are
not available to
select.

Some buttons are
available on all
windows. Others
are window
specific.

A SiteManager Panel H Delete
B Toolbar I Save
C Exit SiteManager J Remarks
D Help Contents K Address
E  New L Generic Fields
= Open M Attachments
c Close
1. Place the mouse pointer on the toolbar.
2. Use the right-click button to click the toolbar.
3. Inthe Object menu, click Show Text.
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Controlling the Display of Multiple SiteManager
Components

In many instances, you will be working in a SiteManager component, need
to leave it temporarily to open another component. Having opened more
than one component of SiteManager you may then need to control the
display.

Opening Multiple SiteManager Components

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

Z=h

To open multiple components of SiteManager:

Exercise 1-4

Login: tpsjone Group: RE Contract: 7777G
1. Click the SiteManager Panel button.
2. Double-click the Projects icon.

3. Inthe Project Number list box, scroll to and double-click
Contract 7777G.

Using the Window Menu to Control the Display of Multiple
SiteManager Components

Having opened more than one SiteManager component, you can now use a
variety of standard Windows methods to control the display of the
components and your movement between them.

Tile Shift+F4
Layer Shift+F3
LCaszcade Shift+F5

Figure 1-7. Window Menu With Display Options
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Controlling the Window Display Using Tile

Tiling divides the screen into the number of SiteManager components that
you have active. Typically, tiling is used to display two SiteManager
components side by side horizontally to compare the entries in each or to
return a single component to full screen once you have closed the other
component. Typically, it is not used when more than two components of
SiteManager are active since you would not be able to see enough of each
component of SiteManager to make it worthwhile. With three
components of SiteManager active, tiling would give each component
only one third of the screen. Unless you have a very large display, tiling
with more than two SiteManager components open may not be very
useful.

CEX Do Bl
5 “|  Desciiption Locsfion ' PagmeniDain ~ Cricellobes  Pimsary Peszonel ~
Contsact 10 77775 :
Slabus (B v
Hegon: 1 Divinoec [T
Proginss Sched | Vi
Diaae=[FOUTE G002 WO FRON W OF RTE 213 10 & OF DROWNWERLR AGAL
- Time: Charger: CALENDAR DTS il |
Contisct Type:
Wk Type: S1F5
Spc Y[ Uit Syalem Ergobs Sl oo B
Wam  [yane Docmion 10 Wage Deecmion Description
WAGE Foem MUDIOH. Wagm Dincition fox Contach

‘ > Je »
Rinady M [ | RE ==

Figure 1-8. Two Tiled SiteManager Windows
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Exercise 1-5
To tile the two current components of SiteManager:
Login: tpsjone Group: RE Contract: 7777G

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

1 Getting Started
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Controlling Window Display Using Cascade

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

choice may make it easier to move between them.

Contract ID: 7777G  PCM: [7777G

Category Number Description
Fi

CONSTRUCTION ENGINEERING
0003 NON-FARTICIPATING (ROADWAY) COMSTRUCTION
o004 BRIDGE 3

Catg Nb: 0001

Desc: [R0ADWAY

|
Catg Wik Cls Type: | PRELIMINARY ENGINEERINI

Fed St/Pr Prj Nbr: |IM-020-05(079)

Lenagth: {0000
Width: |.0000
BridgeID: [ EngiPet[00

Beg Sta Nbr: Beg Termini: Unit Nbr: 000
< End Sta Nbr: End Termini: |

u Brdg Type: Spaces
o Fedwik Catg Type: (01 =] Brdg Span Nbr: [4 Rd Sect Nbr:
Fed Wik Cls Type: |01 = Brdg Length: [nooo Hwy Nbr:
Suppl Wik Cls Type: [R0AD - Brdg Width: 0000 Hwy Type: [Spaces -
5 2

Desc: |
0 |

|<

Figure 1-9. Cascading SiteManager Windows
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Exercise 1-6
To cascade components of SiteManager:
Login: tpsjone Group: RE
1. Click the SiteManager Panel button.

2. Double-click the Categories icon.

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

4. Click the visible portion of the Projects window.

5. Click the visible portion of the Contracts window.

Contract: 7777G

1-12
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Controlling Window Display Using Layer

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

Tile Shift+F4
Layer shift+F3
Cascade Shift+F5

Toalbar

v 1 Contracks
2 Projects
3 Cateqgories

Figure 1-10. The Window Menu with Three SiteManager Components Active

ZER

To layer three open components of SiteManager and move between
them:

Exercise 1-7

Login: tpsjone Group: RE Contract: 7777G
1. Click the Window menu and click the Layer choice.
2. Click the Window menu and click the Categories choice.

3. Click the Window menu and click the Projects choice.

1 Getting Started 1-13



Closing Versus Exiting in SiteManager

While SiteManager is not document oriented like other common Windows
applications, the same principle of closing versus exiting still applies.
When you are in a SiteManager component and you wish to end your
work in it, but still continue to perform other SiteManager activities, you
should close. As with other applications, you only exit SiteManager when
you are through with your activities.

Cpen Chrl+0
Close Chrl+F4
Save Chrl+5
Refresh Chrl+F

Print Setup  Chrl+0
Print Presview  Cerl4w
Prirk Crrl+P

Maim Parel  Crl+M

Exit Alt+F4

Figure 1-11. The File Menu

When logged into Citrix, File — Exit must be used to Exit
SiteManager. Do not use the Exit button or the corner X to Exit
SiteManager.

¢En

To close a window and exit SiteManager:

Exercise 1-8

Login: tpsjone Group: RE Contract: 7777G
1. Click the Close button.

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

1-14
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Changing Your SiteManager Password

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

E Change Password for tpspere Pz|

OId Pazsword:

HEREEEEE

Mew Pazsword:

B+

KKK!'1

Confirm Pazsword:

1] 4 Cancel

|F|e-enter the new zer Passwaord,

Figure 1-12. Change Password Window

1 Getting Started

1-15



IMPORTANT TIPS REGARDING YOUR USER ID:

1.

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

SiteManager Users IDs for NJDOT have the following
criteria:

a. NJDOT Personnel will use the standard tp number.

b. Consultants will each be given a unique user id.

IMPORTANT TIPS REGARDING YOUR PASSWORD AND
LOGON ATTEMPTS:

1.

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.

2. If you have attempted to log on twice and have failed, close
the SiteManager Logon window and start again. This will
allow you to try and log on again with out disabling your
password.

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

4. SiteManager Password Criteria:

a. Four to eight characters in length.
b. Case-sensitive.
c. Cannot be the word ‘password.’
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To log on to SiteManager using another 1D and change the password:

Exercise 1-9

Login: tpspere Group: INSP Contract: 7777G
1. Double-click the SiteManager icon on your desktop.
2. Hold down the Shift key and press the Tab key.
3. Type tpspere.
4. Press the Tab key.
5. Type PASSWORD.
6. Click the Change Password button.
7. Type PASSWORD.
8. Press the Tab key.
9. Type pass.
10. Press the Tab key.
11. Type pass.
12. Click the Ok button.
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Identifying Security Access in SiteManager

Depending on your security privileges to SiteManager you may have
update or inquiry only rights. Available SiteManager security privileges
are as follows:

Update rights to all SiteManager windows and data,

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

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

Contract ID: [7777G~ Estimate Nbr: W

Previous This Total [$]

Estimate(z] [$] Estimate [$] To Date
Item Earnings: | o0 | fg2e082 | $18,280.82
Paticipating: | $0.00 | $18.280.82 [ $18.280.82
Non - Participating: | $0.00 [ $000 | $0.00
Retainage: [ soo0 | 28567 | [$285.62)
Stockpiled M aterials: [ $0.00 | $374.00 | $374.00
Incentive: [ 000 | $0o0 | $0.00
Disincentive: | $0.00 | $000 | $0.00
Liquidated Damage: | $0.00 | $000 | $0.00
Other Adjustments: | $0.00 [ $0.00 [ $0.00
Overrun Adjustments: | $0.00 | [$250.00) | [$250.00)
Paid To Conbractor: [ oo | #8113z0 | $18.119.20
SubContract Earnings: | $0.00 | $4.00000 | $4.000.00
Prime Contract Earnings: | $0.00 | $14.28082 | $14.280.82

I

Figure 1-13. An Inquiry-Only SiteManager Window
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To access an inquiry-only window:

Exercise 1-10

Login: tpspere Group: INSP Contract: 7777G
1. Double-click the Contractor Payments icon.
2. Double-click the Estimate icon.
3. Double-click the Estimate Summary icon.
4. Double-click Contract 7777G.
5. Double-click Estimate Number 0001.

6. Are you in Inquiry or Update Mode? ___Inquiry

7. Click the Close button.

8. Click the Main Panel folder tab.
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Using Open, New, and Choose Keys

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

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

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

Opening an Existing Record

When you want to open an existing record, in some windows all you have
to do is activate the window and click the Open button and select the
record you need. Choosing a key first is unnecessary.

Selection
Contract [D) | FITIG . 12943 . I44-080-05(073)
T Inzpectar | tpsbrow , Brown, Sam, 77776

@ Date |

Find : |
Date
DWR Date Locked Auth Ind

09/04/08 Mo es
08/11/08 Mo es
08/08/08 Mo ‘es

Yes

1] Cancel

Figure 1-14. Opening a Multi-Key Window
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To access a window and open an existing record that needs multiple
keys:

Exercise 1-11

Login: tpspere Group: INSP Contract: 7777G
1. Double-click the Daily Work Reports icon.
2. Double-click the Daily Work Reports icon.
Update
. What security mode are we in (Inquiry or Update)?

3
4. What Contract ID is displayed? __ 7777G

5. On the toolbar, click the Open button.
6. Click the No button.

7. Inthe Inspector list box, scroll to and double-click user ID
tpsbrow.

8. In the Date list box, scroll to and double-click DWR date
08/07/08.

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

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

Creating a New Record

When you want to create a new record, all you have to do is activate the
window and you are ready to create the new record. Choosing a key first
is not always necessary. If you access an existing record first, you will
have to use the New button to create a new record.
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M Daily Work Reports

Figure 1-15. Creating a New Record

Z=h

To access a window and identify the new record mode:

Login: tpspere

Exercise 1-12

1. Click the New button.

2. What is the Inspector’s Name?

> w

What is the DWR date?

Group: INSP

Perez, Jessie

DWHR Info. Contractors Contractor E quip. ‘wiork Activities Work ltems Farce Accaounts
Contract ID: 77776 Inzpector:  |Perez, Jessie
DWR Date: | 00/00/00
Locked: ﬁo Temperature Weather Conditions
Authotized: Mo High:| ! ﬁ AM: =]
Authorized Date: |00/00/00 Low: 0 ﬁ P.M.: | id|
No Work Items Installed: v Work Suspended: [
No Contractors On Site: v Suspended Time: 00:00 ﬁ
Mo Daily Staff On Site: [v Resumed Time: 00:00 ﬁ
Remarks:
- Environmental ~ Spell Check
- Safety
Accidents
v

Contract: 7777G

00/00/00

What is the Contract? 7777G, It’s the same one as the one you opened.

5. When you want to create a new record, do you use Open, New

or Choose Keys?

Choosing Keys

New

In some windows, you cannot create a new record without choosing the
keys first. Choosing the keys identifies the initial values for the new

record.

1-22
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ﬂ Contract ID E|
Selection
’% Contract D |
Find : |
Contract 1D
Contract 1D Vendor Description Fed State Proj Mbr  Status County Lvl2 Lvi3 Lwvi4
IEw CONSTR GP 4-080-05(079) ACTY  |MORRIS W
TR IEW CONSTR GP IM-080-05[079) ACTY  MORRIS N 1 MOR
4 >
118 Cancel

Figure 1-16. Choose Keys

ZEp

To access a window that requires keys to be chosen and identify the
new record mode:

Exercise 1-13

Login: tpspere Group: INSP Contract: 7777J
1. Click the Services menu.

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

3. Inthe Contract ID list box, scroll to and double-click Contract
ID 7777J.

4. Note that you are ready to create a record for Contract 7777J.
5. When you want to create a new record for a DIFFERENT

Contract, do you use Open, New, or Choose Keys?
New, then Choose Keys

6. Click the Close button.

7. When asked if you would like to save changes, click the No
button.

8. Click the Main Panel folder tab.
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Using the Object Menu for Data Manipulation and
Retrieval

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

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

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

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

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

Save: Opens filter name window to allow filter to be saved. The Default
check box allows a filter to be automatically applied every time the
window is accessed.

Identifying the Criteria Window Conditions
Using the Equal (=) condition:
Requires the specified value to be exact.
Only matching whole words will be included
Only matching capitalization will be included
Using the Like condition:
Allows specified value to be imprecise

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

1-24

1 Getting Started



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

%value% allows partial data matches to be included
Only matching capitalization will be included
When creating multiple conditions, AND joins will be executed before OR

joins.

Sorting

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

ﬂ Sort Criteria - New Sort

Field Drder |
|"Spectear” || Ascending | E—
Shart D escnobion » || Azcending -] Add

(1].4

Cancel

Help

Figure 1-17. The Sort Window
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To sort the records in the window:

Exercise 1-14

Login: tpspere Group: INSP Contract: 7777J
1. Double-click the Contract Administration icon.
2. Double-click the Reference Tables icon.
3. Double-click the Item Master icon.
4. Position the pointer over the first record.
5. Use the right-click button click the record.
6. Inthe Object menu, click Sort.
7. Inthe Sort Criteria window, click the Add button.
8. In the Field drop-down list, click Spec Year.
9. Click the Add button, again.
10. In the Field drop-down list, click Short Description.
11. Click the OK button.

12. Click the Item Code column heading.
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Finding

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

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

4 Find Criteria

Field Condition Value Join Insert
|Item Code == | E0z213 Hand v Add
|"Spectear xl= | 2007

RBemove
Clear
o]
Close
Help
" Find Previous [SSSSSSS" Continue at Start

Figure 1-18. The Find Window

1 Getting Started
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To display only the record meeting your condition:

Exercise 1-15

Login: tpspere Group: INSP Contract: 7777J

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

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

3. From the object menu, click the Find choice.

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

6. Inthe Condition drop-down list, click =.

7. Inthe Value field, type 602213M.

8. Click the Add button.

9. Inthe Field drop-down list, click Spec Year.

10. In the Condition drop-down list, click =.

11. In the Value field, type 2007.

12. Click the Find button.
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Filtering

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

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

M Filter Criteria - New Filten,

Field Condition Yalue Join Insert

| Shart Description | |Lke v | [%BEAME Add

Bemove

Clear

Test

Load.__

Save .

Cancel

Help

Figure 1-19. Filtering Window
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To display only the records meeting your condition:

Exercise 1-16

Login: tpspere Group: INSP Contract: 7777]

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

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

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

1 Getting Started
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4. In the Filter Criteria window, click the Add button.
5. Inthe Field drop-down list, click Short Description.
6. Inthe Condition drop-down list, click Like.

7. In the Value field, type %0BEAM%.

8. Click the OK button.

9. When informed that the specified filter will return a number of
rows, click the Ok button.

Clearing the Current Criteria

Remember that the current data retrieval choice will stay in effect until
cleared. The Clear button clears the current data retrieval choice in effect.

ZER

To clear the current find:

Exercise 1-17

Login: tpspere Group: INSP Contract: 7777J
1. Position the selection pointer over a record
2. Using the right mouse button, click the record.
3. From the Object menu, click the Filter choice.
4. Click the Clear button.
5. Click the OK button.
6. Click the OK button.
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Identifying Support Resources

SiteManager offers several help options within the application. These
include Current Window Help, Contents, and Search for Help On, which
operated similar to any other Windows application Help functions. The
SiteManager Help features, however, contain information regarding how
SiteManager works as a whole and does not contain NJDOT specific uses
or procedures. Therefore, the following support resources have been
developed specifically for NJDOT and are available for assisting users in
the use of SiteManager:

SiteManager Training — This includes the three training manuals as
well as the customized NJDOT database and standalone
SiteManager Training application.

SiteManager Construction Guide — This document provides a
description of how NJDOT is using each window and field in
SiteManager.

Contract Activation Process Plan — This document describes how a
Contract is transferred from Trnseport PES/LAS to
SiteManager, how to activate and prepare the Contract for the
field, and who is responsible for each of these tasks.

Progress Estimate Process Plan — This document describes how to
generate an estimate in SiteManager, how to review an
estimate, how to approve and estimate, and who is responsible
for each of these tasks.

Change Order Process Plan — This document describes how to
create a Change Order in SiteManager, how to review and
modify a Change Order, how to approve a Change Order and
who is responsible for each of these tasks.

Contract Finalization Process Plan — This document describes the
tasks and reports that must be completed to generate a Final
Estimate in SiteManager and to complete a Contract in
SiteManager as well as who is responsible for each of these
tasks.

Design Documents — Most custom reports and the custom
programs have design specification documents which describe
the origin of each field and the behavior of the report or
program.
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Using the Current Window Help

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

< AASHTO SiteManager Help M=1[ES)

File Edt Bookmark Options Help

Qontents| jndex| | FErint | «© | 23 |ﬁlossary‘

tem Master Panel

The ttem Master panel lets the user view the standard ttem list. Anirterface load process adds the tems from the Pre-construction system to this list.

The user can not add, modify, o delete tem Master data. The default zorting ordet of the list iz by tem Code first, then Spec Year, and then Unit. The

uszer can find, fiter, and sort any column onthe list. The selected tem's Historical Price is displayved only if the user has the autharity to view this data.
The user can add & standard kem to & Contract by selecting the tem on the appropriste SteManacer panel (2.0, the tems panel).

tem Master panel Field Hames and Descriptions

To wiew reference table tem data:

1. 0Onthe Reference Tables (CA) panel, double-click the lem Master icon.
2. Inthe kemilist box, scroll to and click the tem or perform = Find. The panel displays data for the selected ftem.

Figure 1-20. Help on a SiteManager Window

ZEp

To access help on the Current Window:

Exercise 1-18

Login: tpspere Group: INSP Contract: 7777J
1. Click the Help menu and click the Current Window choice.

2. Click the Item Code — Item Master Panel. field, Help
displays a pop-up window with the field description.

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

4. Click the File menu and click the Exit choice.
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Review for Section 1

To start on the AASHTO SiteManager system:

1. Double-click the SiteManager desktop
icon.

Or

2. Click the start button, click the Program

choice, click the SiteManager choice, and

click the SiteManager choice.

Type your logon identification name.

Press the tab key.

Type your password.

If appropriate in the Connect to drop-

down list, click the expand arrow and

click the desired database choice.

Press enter.

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

ok, w

~

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

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

To open more than one component of SiteManager:

1. Open the first component of SiteManager.

2. Click the Main Panel button.

Or

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

2. Open the other component of SiteManager.

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

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

To cascade:

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

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

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

To layer:

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

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

To move between multiple layered SiteManager
components:

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

To close a SiteManager component:

1. Click the Close button.

Or

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

To exit SiteManager:

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

To change your password:

1. Start SiteManager.

2. On the logon screen, type your old
password.

Click the Change Password button.
Type your old password.

Press the Tab key.

Type your new password.

Press the Tab key.

Type your new password again.
Click the Ok button.

©oOoNOO AW

To choose keys when you first enter a window:

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

2. Repeat step 1 until all initial values are
selected.

To choose keys after you enter a window:

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

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

3. Repeat step 2 until all initial values are
selected.
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To create a new record:

To find specific records:

1. Double-click the window’s icon. 1. Position the selection pointer over a
2. Click the New button. record.
2. Using the right mouse button, click the
To open an existing record: record.
1. Double-click the window’s icon. 3 Z:g?;ethe object menu click the Find
2 Clickthe Oper button. @ 4. Click the Add button,
4‘ C(I:'rok ﬂ? a(r)]ki) I('Et € desired record. 5. Inthe Field drop-down list, click the
Ick the utton. expand arrow and click the desired field.
To fil h ds: 6. Inthe Condition drop-down list, click the
o filter out other records: expand arrow and click the desired choice.
1. Position the selection pointer over a 7. Inthe Value field, select the current entry
record and type the desired value.
2. Using the right mouse button, click the 8. To add additional conditions, click the
record. Add button.
3. From the Object menu click the Filter 9. Inthe Join drop-down list, click the
choice. expand arrow and click the desired choice.
4. Click the Add button. 10. Repeat steps 5-9 until you have selected
5. Inthe Field drop-down list, click the all conditions.
expand arrow and click the desired field. 11. Click the Ok button.
6. Inthe Condition drop-down list, click the
expand arrow and click the desired choice. To sort the records:
7. Inthe Value flel_d, select the current entry 1. Click the desired sort field at the top of
and type the desired value. the list
8. To add additional conditions, click the or '
Add button. . . .
9. Inthe Join drop-down list, click the 2 Fec::scﬁgn the selection pointer over a
expand arrow and cl!ck the desired choice. 3. Using the right mouse button, click the
10. Repeat steps 5-9 until you have selected record
all conditions. ' . .
11. Click the OK button. 4. From the Object menu click the Sort
choice.
Tocl filter- 5. Click the Add button.
0 clear a filter: 6. Inthe Field drop-down list, click the
1. Position the selection pointer over a expand arrow and click the desired field.
record 7. Inthe Order drop-down list, click the
2. Using the right mouse button, click the expand arrow and click the desired choice.
record. 8. To add additional sorts, click the Add
3. From the Object menu, click the Object button. _
Menu choice to be cleared (Filter, Find, 9. Repeat steps 4-7 until you have selected
or Sort). all sorts.
4. Click the Clear button. 10. Click the Ok button.
5. Click the Ok button.
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To access Help by Contents:

1.

Or
1.

Or

Click the Help menu and click the
Contents choice.

Click the Help button.

In a SiteManager window, press the f1
key.

In the Topics list box, scroll to and click
the desired topic.

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

To access Help by searching:

1.

agkrwn

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

Type the topic on which you need help.
Click the topic.

Click the Display button.

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

To access Help on the current window:

1.

2.

3.

Display the SiteManager window for
which you need help.

Click the Help menu and click the
Current Window choice.

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

To access Help on a field:

1.

2.

3.

Display the SiteManager window that has
the field for which you need help.

Click the Help menu and click the
Current Window choice.

In the Field list, scroll to and click the
desired field.

When finished, click the File menu and
click the Exit choice.
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Summary for Section 1

In the following exercise, you will navigate through SiteManager.

10.
11.
12.
13.

14.
15.
16.

Login: tpsjone Group: RE Contract: 8888G
Log into SiteManager as tpsjone.

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

Select the first project for Contract 8888G, and then any of the available items.
Both! Some fields may be changed, but since the Contract is

Are you in inquiry or update mode? activated, the item quantities and price cannot be changed.

Click the Close button to close the Items window.

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

Use the Find feature to find the Item Code 108003 M.

What is the Item Description? _Lane Occupancy Charges

Filter for short description %ASPHALT CURB% and Spec Year 2007.

How many items are retrieved? 3

Clear the filter.
Click the Close button to close the Item Master window.

Navigate to the Milestones window (Contract Administration > Contract Records >
Milestones).

Access Help on the current window.
Click the Close button to close the Milestones window.

Exit SiteManager.
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2 Activating Contracts

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

Review the Contract Activation Process
Update the Contract Description Folder Tab
Update the Location Folder Tab

Update the Payment Data Folder Tab
Update the Critical Date Folder Tab
Update the Primary Personnel Folder Tab
Update the Prime Contractor Folder Tab
Update the DBE Folder Tab

View and Update the Projects Window
View the Categories Window

Update the Items Window

Change a Contract’s Status to Active
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Reviewing the Contract Activation Process

The SiteManager Contract Activation process begins with the award of the
Contract in Trnseport LAS and concludes with the input of the Official
Contract Start Time date.

All SiteManager Contracts are loaded into SiteManager from Trnseport
LAS by the Trnseport Office once the Contract as been awarded. Once the
Contract is in SiteManager, Construction Services should ensure that the
necessary contractor information is available in SiteManager and Capital

Programming should ensure that the funding sources are assigned Students will
appropriately. activate the

) _ o o Contract in this
Once the funding and contractor information is verified in SitteManager, training section.

the SiteManager Coordinator or the Resident Engineer should supplement
the Contract information in the SiteManager Contracts, Projects, and ltems
windows and then activate the Contract.

Students will
When the Contract is activated, the Resident Engineer or his designee prepare the
should prepare the Contract for field activities and for the first estimate. Contract for field
During this time, tasks should include establishing DWR Master List data, activities and the
assigning Contract Authority to Inspectors, establishing Key Dates, and first estimate in
scheduling Checklist Events. Section 3.

When the Contractor begins work or the date of the Official Contract Start
Date is reached, whichever is first, the Resident Engineer should enter the
Official Contract Start Date and Daily Work Reports should then be
created.

2-2 2 Activating Contracts



™ SiteManager, Panel

Main Panel T Contract Adminigtration(+] T Contract Records[+]
0 Hilgstone
Contracts Milestones Projects Categories Itemns Contract Contract
Funding Authority
Schedule -
& K=\ ~
KeyDates Checklist Checklist Event Permits Comezpondence Stockpiled  Force Accounts
Scheduled Dates Log I aterials
Ewvents

Dizputes/Claims

Figure 2-1. The Contract Records Panel

The SM Coordinator and/or the Resident Engineer are responsible
for activating the Contract and for preparing the Contract for field
documentation and the first estimate.
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Exercise 2-1
Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will view and update the Contract
Description folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Double-click the SiteManager icon on your desktop.
2. Inthe User ID field, type tpsjone.
3. Press the Tab key.
4. In the Password field, type pass.
5. Press the Enter key.
6. Double-click the Contract Administration icon.
7. Double-click the Contract Records icon.
8. Double-click the Contracts icon.

9. Inthe Contract ID list box, scroll to and double-click Contract
ID 7777A.
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Updating the Contract Description Folder Tab

When a Contract is first loaded from a Pre-construction system, the
SiteManager system verifies that the data is acceptable. An authorized
user can review the new Contract description and add or modify data
before activating the Contract. After the user changes the Contract status
to active, some data can not be modified. This is indicated by a gray
background in the protected data fields.

The Description folder tab displays the Contract description data that can
be added, modified, or deleted. This includes the Contract’s status, project
number, administrative offices, funding type, and other descriptive
information that determines how the system processes data for this
Contract. The fields on this folder tab that are loaded from Trnseport
PES/LAS and are required for activation are as follows:

= Contract ID

= Fed St/Pr Prj Nbr

=  Primary PCN

= Region

= Division (1 is Construction, 4 is Maintenance)
= Funding Indicator (Federal, State, or Multiple)
= Description

= Time Charges

= Bid Days (if time is charged as Calendar Days or Work Days)
= Contract Type

=  Work Type

= Fed Oversight (ON or OFF)

= Spec Year

= Unit System (English or Metric)

= CE Job Number
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i Description  ~ Location " PaymentData °  Critical Dates Primary Perzonnel " Prime Contractor ~ DBE Commit Training Plan

Contract ID: [77774 Fed St/Pr Prj Mbr: ||#-080-05(079)
Status: | Pending - Primary PCH: | 77774 -
Region: |N - Division- |1 - Funding___
) " Federal
Progress Sched: | Yariance Pct: .oa " StatesProvince
Dese: [ROUTE G002 WE FROM w OF RTE 213 T0 E OF BROWNWEBER ROAD % Multiple
Time Charges: | CALENDAR DAY'S | BidDays:[ 30 Bid Amt: $10,933,919.40
Contract Type: |RECONSTRUCTION | [~ Fed Dversight
Work Type:lSTFlUCTUF\ES -SMALL j [~ Local Oversight

Proposal Fund Type:
Spec Yr:| 2007 Unit System: | English - Suppl Spec Bk Yi: CE Job #:

W’a_gt_a Wage Decision 1D ‘Wage Decizion Description

AGE

Genrl Wg Deszn 1D

Figure 2-2. The Contract Description Folder Tab

SiteManager has a generic fields capability comparable to the same
function in Trnseport. Generic fields are fields attached to some of the
SiteManager windows that are transportation agency defined. After the
installation of SiteManager, NJDOT has attached descriptive labels to the
generic fields of SiteManager, enabling users to enter and track data
unique to NJDOT. The Contract Generic Fields window in NJDOT is used
to track up to six municipalities and up to 12 Legislative districts affected
by the Contract as well as the number of lanes affected.

" Description ~  Location * PaymertData ~ Ciitical Dates ° Primary Personnel * Prime Contractor ~ DBE Commit  ~ Training Plan
Contract ID: 77774
Municipality 1: | MORRIS - RIVERDALE ~|  Legislative District 1: EM ~
Municipality 2: | | Legislative Distiict 2: -
Municipality 3: | v|  Legislative District 3: i
Municipality 4: | | Legislative District 4: -
Municipality 5: | ~|  Legislative District 5: x
Municipality 6: | ~| Legislative District 6: hd
Legislative District 7- -
Number of Lanes:| 2
fmber ¢l tanes Legislative District 8: -
Legislative District 9: =
Legislative District 10: hd
I;: Legislative District 11: d
Legislative District 12: v
< >
Figure 2-3. The Contract Generic Fields Window
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During the Contract Activation Process, the SM Coordinator or the
Resident Engineer adds the Wage Decision ID ‘Wage’ to the
Contract. Additionally, the SM Coordinator or the Resident
Engineer enters the Legislative Districts, Municipalities, and
Number of Lanes affected by the Contract in the Contract Generic
Fields window.

aﬁ Exercise 2-2

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will view and update the Contract
Description folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Click the Wage Decision area.
2. Click the New button.

3. Using the right mouse button, click the Wage Decision 1D
field.

4. From the object menu, click the Search choice.

This is the first
time students are

6. Click the Generic Fields button. viewin_g th_e
Generic Fields

7. Inthe Legislative District 1 drop-down list, click the expand ~ window.
arrow and click 13.

5. Inthe Wg Dcsn Id list box, double-click WAGE.

8. In the first Municipality drop-down list, click the expand
arrow and click Morris-Riverdale.

9. Inthe Number of Lanes field, type 2.

10. Click the Generic Fields button.
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Updating the Location Folder Tab

The Location folder tab lets the user add, modify, and delete Contract
location data, and add or remove counties. Each Contract must have one
county selected as the primary county. The user can not remove a county
that is currently associated with one of the Contract’s projects. The fields
on this folder tab that are loaded from Trnseport PES/LAS and are
required for activation are as follows:

Location

Beg Sta Nbr
End Sta Nbr
Beg Termini
End Termini
Route Nbr
Highway Nbr
Road System
Highway Nbr

Contract County

Beginning and
Ending Milepost
information is
located in the Beg
Termini and End
Termini fields.
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Description " Location * PaymentData -~ Ciitical Dates Y Primary Personnel " Prime Contractor ~ DBE Commt Training Plan

Contract 1D: [F7774

[
BegStaMbr-| Beg Temmini 33 Route Nbe: [S002
EndStaMb:| End Termini: 5725 Highway Mbr: |
Road System: | STATE OR INTERSTATE AUTHORITY || Highway Type: |Spaces |
Town: |
Contract County Primary County

Figure 2-4. The Locations Folder Tab

During the Contract Activation Process, the SM Coordinator or the
Resident Engineer reviews the Location folder tab for accuracy and
identifies the Primary County for the Contract, if not already
identified.

aﬁ Exercise 2-3

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will view the Contract Location folder
tab.

Login: tpsjone Group: RE Contract: 7777A
1. Click the Location folder tab.

2. What is the Primary County? Morris County
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Updating the Payment Data Folder Tab

The Payment Data folder tab lets the user add, modify, or delete Contract
payment data such as the Liquidated Damages Rate Amount, the day of
the month to generate estimates and retainage data. The retainage data
includes the type of retainage allowed and the values that determine how
retainage is to be applied to the Contract. The fields on this folder tab that
are loaded from Trnseport PES/LAS and are required for activation are as
follows:

= Current Contract Amt

= Retainage Information defaulted at 2%

* Description % Laocation .'..F‘a_vment Data  Citical Dates  ° Primary Personnel " Prime Contractor ~ DBE Commit Training Plan i

Contract ID: [77774 Cument Contract Amt: | $10,983,919.40 Retai nage
Generate Est1 Day: |_5 Original Contract Limit Amt: |7$UD Liquidated Dam FRate Amt: lw defau Its at 2%
Generate Est2 Day: l_ Contract Limit Pct: I—EIEI . )
- This can be
| " Securities Allowed [~ Retain Stkpiled Ind [+ Unlimited Escrow Max Escrow Amt: ’73400 '|- [ mOd ifled for the
Retainage Ehanges: CO nt I"aCt aS
Work Compl Basis Effect Date Pct Pct Base Max Pct Max Amt Lump Amt Trgr Pct Tigr Base necessary.

| 00 CURRENT o] |

| 200CURRENT B 2.0

| | WORK IN PLACE

Figure 2-5. Payment Data Folder Tab

During the Contract Activation Process, the SM Coordinator or the
Resident Engineer enters the day on which estimates should be
generated in the Generate Estl Day field and enters the Final
Liquidated Damages amount as defined in Special Provisions in the
Liquidated Dam Rate Amt field.

If the Contract uses securities in lieu of retainage then the SM
Coordinator or the Resident Engineer checks the Securities Allowed
checkbox ON.
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E ; Exercise 2-4

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will view and update the Contract
Payment Data folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Click the Payment Data folder tab.
2. Inthe Generate Estl Day field, type 5.
3. Inthe Liquidated Dam Rate Amt field, type 1000.00.
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Updating the Critical Date Folder Tab

The Critical Dates folder tab lets the user view and record the occurrence
of Critical Dates. The user can also add or modify related data. The
Critical Date types were defined during system development and can not
be added or deleted. These dates are considered critical because
SiteManager includes them in the standard Contract record reports. When
a new Contract is added from the pre-construction system, SiteManager
includes the Critical Date types defined in the Default Critical Date
reference table. Therefore, every Contract has the same Critical Date

types.

The actual occurrence of a Critical Date event is recorded as the Actual
Date of the event. Some Actual Dates are entered by the system and some
are entered by an authorized user. To change a new Contract’s status from
pending to active, the following Critical Date types must have an Actual
Date entered:

= Award Date

= Execution Date

= Letting Date

= Price Adjustment Base Date

When an Actual Date is entered, the system notifies the recipients selected
on this folder tab. Before saving an Actual Date, the user should make
sure the recipient(s) to be notified have been selected.

Although the Official Contract Start Date is not required for contract
activation, it must be entered before any estimates may be generated. The
Official Contract Start Date can only be entered when the Contract status
is changed to active.

2-12
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The following table describes NJDOT’s use of the SiteManager Critical

Dates.

NJDOT Critical Date Settings

Critical Date |Req’d| Dist. List/ Comment
Act/ | Recipient ID
Final
Accepted Date |F N/A The Accepted Date is entered by the
Close Out Engineer as the date the State
Transportation Engineer signed the DC-
20.
The Certificate of Completion should have
been issued by the Department.
Adjusted N N/A The Adjusted Completion Date is
Completion populated and updated by SiteManager
Date with the current completion date of the
Contract when a time adjustment Change
Order is approved.
Award Date A N/A The Award Date is populated by
SiteManager when the Contract is loaded
into SiteManager from Trnseport LAS. _
Checked Out to [N N/A The Checked Out to Field Date is NJDOT is n(_)t
Field Date populated by SiteManager and updated Cl_Jrre_ntIy using
each time the contract is “checked-out” via Pipeline.
the pipeline process.
Contract N N/A The Contract Archived Date is populated
Archived Date by SiteManager as part of the Contract
Archival process.
Contractor N N/A The Contractor Bankruptcy Date is
Bankruptcy updated by Resident Engineer when
Date applicable.
Contractor N N/A The Contractor Default Date is updated by
Default Date Resident Engineer when applicable.
Contractor Final |F NA Final Certificate is entered by the Close
Certificate Date Out Engineer when the Final Certification
has been issued to the Contractor. This is
the Final date of Estimate and when the
two year time frame for legal action
against the Department begins.
Execution Date |A N/A The Execution Date, set by Construction
Services, is entered by the Resident
Engineer during the Contract Activation
process.
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NJDOT Critical Date Settings

Critical Date |Req’d| Dist. List/ Comment
Act/ | Recipient ID
Final

Final As-Built  |F Resident The Final As-Built Change Order

Change Order Engineer Approved date is entered by the Close Out

Approved Engineer once all work and documentation
for the Contract is complete. Once this
date is entered, all items are finalized and
Daily Work Reports can no longer be
created.

This date should be entered just before the
Final Estimate is created.

Letting Date A N/A The Letting Date is populated by
SiteManager when the Contract is loaded
into SiteManager from Trnseport LAS.

Official Contract|N N/A The Resident Engineer enters the Official

Start Date Contract Start Date as follows:

Fixed Completion Date:

Execution Date + 25 days

\Working Day/Calendar day:

25 days after execution or the first day
they work.

This date starts counting time on the
Contract and is the first Estimate’s begin
date.

Open to Traffic [Y Construction- |The Resident Engineer enters this date

Date Close Out when the Contract is fully open to traffic.

Distribution List
Operations-
Project
|Manager
Recipient

Price Y N/A The Price Adjustment Base Date is

Adjustment entered by the Resident Engineer as the

Base Date date noted in Special Provisions during the
Contract Activation process.

Signed Date N N/A NJDOT is not using this field.

Substantial F RCE or RMM [The Substantial Work Complete Date is

\Work Complete entered by the Resident Engineer once the

Date Contract is determined to be substantially
complete.
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NJDOT Critical Date Settings

Critical Date |Reqg’d| Dist. List/ Comment
Act/ | Recipient ID
Final
Original N N/A The Original Completion Date is populated
Completion by SiteManager when the Contract is
Date loaded into SiteManager from Trnseport

LAS for Fixed Completion Date Contracts.
This date is calculated by SiteManager for
Calendar Day Contracts.

\Work Begin N RCE or RMM |The Work Begin Date is entered by the
Date Resident Engineer when work starts on
the Contract.

Table 2-1. NJDOT Critical Date Settings

Description Lacation " Payment Data * Critical Dates Primary Personnel ~ Prime Contractor ~ DBE Commit © Training Flan

Contract ID: [77774

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

Contractor Final Certificate D ate 0000400 M N
Award Date 08/05/08 N M
Price Adjustments Base Date m““-
Execution Date 08/06/08 he M
Ledting Date 07/25/08 s M
Qriginal Completion D ate Q000400 M ]
Checked Out ta Field Date 00/00/00 N M
Substantial Work Complete Date 0000400 M he
Contractor Bankmptoy Date 0000400 M M
Contractor Default Date 0000400 M M
Official Contract Start Date 0000400 M M
Signed Date 00400400 M M
‘wiork Begin Date 000000 M M a2

Critical Date Description: |F‘rice Adjustments Base Date

Actual Occurnience Date: U?#ZE:’U v Hequired to Activate [~ Required to Finalize

Distribution List: | Recipient I1D: ’7
Message Text: |

Figure 2-6. The Critical Dates Folder Tab

During the Contract Activation Process, the SM Coordinator or the
Resident Engineer enters the Actual Occurrence Dates for the
Execution Date and the Price Adjustment Base Date.
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E ; Exercise 2-5

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will view and update the Contract
Critical Date folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Click the Critical Date folder tab.
2. Inthe Critical Date Description list, click Execution Date.
3. Inthe Actual Occurrence Date field, type 080608.

4. In the Critical Date Description list, click Price Adjustment
Base Date.

5. Inthe Actual Occurrence Date field, type 072508.
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Updating the Primary Personnel Folder Tab

The Primary Personnel folder tab lets the user add, modify, and delete the

Contract’s primary personnel. Every Contract must have a Resident
Engineer and a Project Manager. When an authorized user adds the

Resident Engineer and Project Manager to the Contract, SiteManager adds

them to Contract Authority automatically. If primary personnel are later
replaced, SiteManager starts authority for the new personnel and ends
authority for the previous personnel.

The fields on this panel required for activation are as follows:
= Resident Engineer

= Project Manager

Personnel

* Description Y Location Y Payment Data " Cilical Dates  * Primary " Prime Contiactor ~ DBE Commit  © Training Flan )|

Contract ID: [77774

Resident Engineer: tisione Hones, Kelly

Project Manager:tpsjack. ¢ |lackson, Baikey

Contract Designer: [CvE1
Contract Created By: [SYSTEM

r— Notification Recipi

Contract Status Ch d to Active:
’7 User ID: Distribution List: | ‘

Work P Behind Schedul ‘

’7 User ID: Distribution List: |

"Civil Rights Exception Report G

ted-
User ID: Distribution List: | ‘

Figure 2-7. The Primary Personnel Folder Tab

During the Contract Activation Process, the SM Coordinator or the
Resident Engineer enters the Resident Engineer and Project
Manager for the Contract.

The RE
indicated here
will receive
system
generated
messages about
the Contract.
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E ; Exercise 2-6

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will view and update the Contract
Primary Personnel folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Click the Primary Personnel folder tab.

2. Using the right mouse button, click the Resident Engineer
field.

3. From the object menu, click the Search choice.

4. Inthe User Name list box, double-click User ID tpsjone, User
Name Jones, Kelly.

5. Using the right mouse button, click the Project Manager field.
6. From the object menu, click the Search choice.

7. Inthe User Name list box, double-click User ID tpsjack, User
Name Jackson, Bailey.
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Updating the Prime Contractor Folder Tab

The Prime Contractors folder tab lets the user add and delete the Prime

Contractor and the Prime Associates. The user can also specify the

maximum percentage of the Contract work that can be subcontracted. If
the Prime Contractor is in default, the user can record the defaulted date

and reason. The Prime Contractor entities are defined as follows:

The Prime Contractor is the Contractor who is
awarded the Contract.

Prime Contractor

The Prime Associates are vendors who have a
Contract-specific relationship with the Prime
Contractor.

Prime Associates

The fields on this panel required for activation are as follows:
= Prime Contractor

= Prime Contractor’s address

To be selected as a Current Prime, a contractor must first be entered as a

vendor in the Vendor reference tables.

To be selected as a Prime Associate, a Vendor must first be selected as an
Associate of the Prime Contractor on the Vendor Associates folder tab.
Every Contract requires two Associates - a surety company and an
insurance company.

Bankruptcy Date: |00/00/00 Bankruptcy Type Desc: [Spaces

D
| Indicator Reason: [Spaces
Original Prime Contractor: |

Date: 00/00/00

Prime Contacts: Contact Name Contact Type User Id

Prime Associates: | Assoc Vendor ID Associate Short Name Associate Type
NSURANCE - SEE DC-175

Al&ASSOC INC Surety

Figure 2-8. The Prime Contractor Folder Tab

" Descripton  Location  ° PapmentData ~  Crtical Dates  * Primary Personnel Prime " DBECommit ~ TraningPlan
Contractor
Contract ID: [77774
Current Prime: 12943 Ew CONSTR GP

NJDOT is not
—— using the Prime
Contacts area.
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During the Contract Activation Process, the SM Coordinator or the
Resident Engineer associates the Surety Company to the Prime
Contractor. The generic insurance record X9999 Insurance — See DC
175 should also be associated to the Prime Contractor after the
Contractor submits the DC 175 to NJDOT.

The SM Coordinator or the Resident Engineer also selects the
appropriate Contractor’s address for the Contract.

If the Surety Company or Contractor’s Address is not available,
Contact Construction Services.

aﬁ Exercise 2-7

Panel > Contract Administration > Contract Records > Contracts

In the following exercise, you will view and update the Contract
Prime Contractor folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Click the Prime Contractor folder tab.
2. Click the Address button.
3. Inthe Address list box, scroll to and click To Be Determined.

4. Click the Services menu, and then click the Select Address
choice.

5. Click the Prime Associates area.

6. Click the New button.

7. Using the right mouse button, click the Assoc Vendor ID field.

8. From the object menu, click the Search choice.

9. Inthe Vendor Id list box, double-click X9999 Insurance —
See DC 175.

10. Click the New button.

11. Using the right mouse button, click the Assoc Vendor ID field.

2-20
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12. From the object menu, click the Search choice.

13. In the Vendor Id list box, double-click VVendor ID A4001,
Vendor Name, Al & ASSOC INC.

14. Click the Save button.
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Updating the DBE Folder Tab

The DBE Commit folder tab lets the user add and modify the DBE goal
percentage and view the DBE commitments for a Contract. If the Prime
Contractor is a DBE, the user can also enter the DBE Work Class on this
folder tab. The system calculates the DBE commitment amounts displayed
on this folder tab using values entered on the Subcontracts panel. The
fields on this folder tab that are loaded from Trnseport PES/LAS and are
required for activation are as follows:

= DBE Work Class (if the Prime Contractor is a DBE)
= DBE Goal Percent (if applicable)

E Contracts
° Description Y Location )| Payment Data " Ciitical Dates  * Primary Personnel " Prime Contractor ~ DBE Commit Training Plan
Contract ID: 77774 DBE Work Class: Spaces
DBE Goal Percent: 16.00 DBE Goal Value: $1.757 427.10
—DBE C itment
Original Amount: $.00
Total Current Pet: .00
Total Current Amount: $.00
—Total DBE Sub t:

Installed to Date: [73[]]
Towards Goal: |  §00
Not Towards Goak: | §.00
Amount: [7$E0

Figure 2-9. The DBE Commitments Folder Tab

During the Contract Activation Process, the SM Coordinator or the
Resident Engineer reviews the DBE Goal Percent for accuracy.
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E ; Exercise 2-8

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will view the Contract DBE Commit
folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Click the DBE Commit folder tab.

2. What is the DBE Goal Percent? 16%

3. Click the Close button.
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Viewing and Updating the Projects Window

The Project panel contains data related to the Contract Projects. There
must be at least one Project defined for each Contract.

Updating the Projects Description Folder Tab

The Project Description folder tab lets the user modify the Project’s
information. Projects are loaded from Trnseport PES/LAS and may be
modified during the Contract Activation Process. In NJDOT, there is one
Project per Contract.

Description 1 Counties Adjustment Indices

Contract ID:  [77774
Project Nbr- [77772 Fed St Prj Nbr: ||M—DBDVDS[D?9]

Description: |[ROUTE 5002 'wE FROM W OF RTE 213 TO E OF BROWNWEBER ROAD
Description: [CONTRACT NO. 053073090
Status: |A4CTIVE CONSTRUCTION PROJECT = |

UPCH: [555554
Spec Yr: [2007
Unit Sys- ,EHQT
Auth Pay Limit: |$0.00
AcctPriNbe: [

[ Complete

Pij Type: |RESURFALING | Work Type: |[PRIMARILY 5PHAL = | Surlace Type: [ETTETERSE «
Route Nbr: [5002 SectMbr:| Road System: [STATE OF INTEFR. <]
Road Name: |
Location: [MORRIS COUNTY Enar Pet: [0.0000
Location: | Work Site: [UREEN =]
BegSta:| Beg Termini- 533 Latitude: 405433
End Sta: | End Termini: |5?257 Longitude: 743755

Figure 2-10. The Project Description Panel

During the Contract Activation Process, the SM Coordinator or the
Resident Engineer updates the Surface Type field as applicable.
Throughout the life of the Project, the Resident Engineer updates the
Status field to reflect the current stage of Project.

All Contracts
will only have
one Project.
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E ; Exercise 2-9

Main Panel > Contract Administration > Contract Records >
Projects

In the following exercise, you will view and update the Projects
Description folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Double-click the Projects icon.

2. In the Project Nbr list box, scroll to and double-click PCN
TTTTA.
The Project
3. In the Status drop-down list, click the expand arrow and click Status is

Active Construction Project. —  exported to the

) ] Monthly Status

4. Inthe Surface Type drop-down list, click the expand arrow of Construction
and click Bituminous (Base + Surface > 9in). Report.

5. Click the Save button.
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Viewing Project Counties

The Counties folder tab lets the user add and remove counties to and from
the Project. For every county included in the Project, the user must enter
the percentage of the Project work to be done in the county. The
percentages for all counties must add up to 100 percent.

Mpro jects
| Description 1 Counties ) Adjustment Indices 1
Contract ID: 77774

Project Nbr: 77774 Fed State Project Nbr: [IM-080-05(079)
Description: [ROUTE 8002'wB FROM w OF RTE 213 TO E OF BROWNWEBER ROAD CONTRACT NO. 053073030
Location: MORRIS COUNTY

Available Counties Project County Proj Len %

T |

Hade

Figure 2-11. The Project Counties Folder Tab

During the Contract Activation Process, the SM Coordinator or the
Resident Engineer views the Counties folder tab for accuracy.

aﬁ Exercise 2-10

Main Panel > Contract Administration > Contract Records >
Projects

In the following exercise, you will view and update the Projects
Counties folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Click the Counties folder tab.

2. In which County is 100 % of the work? _ MORRIS
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Viewing Project Price Adjustment Indices

The Adjustment Indices folder tab lets the user add or delete a Price
Adjustment Index to or from a Project. Price Adjustment Indices are used
to adjust the cost of Items that are known to have fluctuating prices, such
as fuel and asphalt. If the user adds an Item’s Price Adjustment Index to a
Project, the index will be used during estimate process to calculate the
price adjustment.

k| Projects

| Description Counties 'd Adjustment Indices

Contract ID: |77774

Project Nbr: 77774 Fed State Project Nbr- IM-080-05(079)
Description: [ROUTE 8002'WE FROM W OF RTE 213 TO E OF BROWNWEBER ROAD CONTRACT NO. 053073090
Location: MORRIS COUNTY

Indx Type Available Price Indices Indx Type Project Pay Adjmnt Indices
X Statewide Fuel Price Index
Asphalt Price Index South of Route
NASH Asphalt Price Index North of and Including

Figure 2-12. The Adjustment Indices Folder Tab

The association

During the Contract Activation Process, the SM Coordinator adds of tEe IfUEI and
the appropriate Fuel and Asphalt indices. asphalt
adjustment

The Resident Engineer reviews the Adjustment Indices for accuracy.| indices must be
done by the SM
Coordinator
due to security
restrictions.
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E ; Exercise 2-11

Main Panel > Contract Administration > Contract Records >
Projects

In the following exercise, you will view and update the Projects
Adjustment Indices folder tab.

Login: tpsjone Group: RE Contract: 7777A
1. Click the Adjustment Indices folder tab.
2. s there a fuel adjustment index on this Contract? _ Yes
3. What asphalt price adjustment index is available for this

Contract?
NASH Asphalt Price Index North of and Including Route 195.

4. Click the Close button.
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Viewing the Categories Window

The Categories panel lets the user add, modify, and delete Categories.
Categories are typically used to group Items within a Project that are to be
funded by the same source. To do this, the user can create a Category,
associate Items with the Category, and select a funding source for the
Category. Each Category in a Project can have a different funding source.
A Category with Items associated to it can not be deleted.

Contract |D: FiFrAa  PCN: [F7eva

Category Number Desciription Work Class Type ~
0001 ROADWAY ROADWAY, LANDSC, WILDFLOWER, EROSN COM
COMSTRUCTION ENGINEERING CONSTRUCTION ENGINEERING
0003 NON-PARTICIPATING [ROADWAY) NON-PARTICIPATING [ROADWAY)
004 BRIDGE BRIDGE (ALL STRUCTURES)
Catg Nbe- 0002 Fed St/Pr Prj Nbr: [IM-080-05(079)
Desc: [CONSTRUCTION ENGINEERING Length: [0000
[ ‘Width: [0000
Catg Wrk Cls Type: [CONSTRUCTION ENGINEERING Bridge ID: [ EngrPot[00
Brdg Type: [Spaces
Fed Wik Catg Type: [CONSTRUCTION ENGINEERING BrdgSpanNb: [ RdSectNbr:|
Fed Wik Cls Type: [CONSTRUCTION ENGINEERING Brdg Length: [oggg Hwy Nbr:|
Suppl Wik Cls Type: [F0AD Brdg Width: [0oo0 Hwy Type: [Spaces
Beg Sta Nbr: | BegTemini:|  UnitNbr oo
End Sta Nbr: | End Temini:| Desc:|

v

Figure 2-13. The Category Panel

During the Contract Activation Process, the SM Coordinator or the
Resident Engineer views the Category window to ensure that each
category is classified as Bridge or Roadway in the Suppl Wrk Cls
Type field. Contact the Trnseport office if discrepancies occur.

Categories are loaded from Trnseport PES/LAS and are used to
group items for funding purposes.

When a structure is deemed “Open to Traffic,” the Resident

and date. The SM Coordinator thens enter the information in the
Structure Open to Traffic Date field in the Categories Generic Fields
window.

Engineer emails the SM Coordinator the associated category numberf-

The Bridge ID,
Brdg Type,
Brdg Span
Nbr, Brdg

— Length, and

Brdg Width
fields for
Structure
Categories.

The date must
be entered by
the SM
Coordinator
due to security
restrictions.
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E ; Exercise 2-12

Main Panel > Contract Administration > Contract Records >
Categories

In the following exercise, you will view the Category window.
Login: tpsjone Group: RE Contract: 7777A

1. Double-click the Categories icon.

2. How many Categories are on this Contract? 6

3. What is the Supplemental Wrk Cls Type for Category Number
0002? ROAD

4. Click the Close button.
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Updating the Items Window

The Items panel lets the user add, modify, and delete Items on the selected
Contract and Project. The transportation agency defines standard Items
and lists them on the Item Master. The user adds an Item to a Contract by
selecting the Item from the Item Master. After the Contract is active, Items
are added through Change Orders. The Items panel fields have specific
display, protection, and calculation requirements depending on whether
the data was added through a Change Order.

Items that are not on the Item Master cannot be added to a Contract. To
add an Item to an active Contract, refer to the Change Order Section.

Contract ID: 77774 Project Mbr: FITTA
Category Nbr:| 0004 - Line Item Mbr: 0045
Item Code: [S04006F Units Type: [POUND Spec Year: |2007
D escription: |HEINFDF|EEMENT STEEL, EFOXy-COATED
Major ltem: [ Specialty: [ Status Type: |Fending -
Unit Price: $3.45000 Bid Qty: 1.000.000 Bid Amt: $3,450.00
Proposal Line Nbr: 0044 Related Item: | |
Critical: [ y v Suppl Desc Req'd: [ Material Discrepancy Adj:[
Suppl ital D
|
' The Line Item
CO Mbr: Pend CO Qty: |0 Pend CO Amt: [0 Met CO Oty: 0 Number |S the
item’s ID on
Figure 2-14. ltems Panel the selected
— Contract.

] o ] The Item Code
During the Contract Activation Process, the SM Coordinator or the is the item’s ID
Resident Engineer identifies items as Pay Plan Qty or Specialty on the Item
Items. Master.
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E ; Exercise 2-13

Main Panel > Contract Administration > Contract Records > Iltems

In the following exercise, you will view and update the Items
window.

Login: tpsjone Group: RE Contract: 7777A
1. Double-click the Items icon.
2. Click the Open button.

3. Inthe Project Nbr list box, scroll to and double-click PCN
TTTTA.

4. Inthe Contract Item list box, scroll to and double-click
Category Nbr 0004, Line Nbr 0045, Item Code 504006P,
Description Reinforcement Steel Epoxy-Coated.

5. Click the Pay Plan Qty check box ON.
6. Click the Save button.

7. Click the Close button.
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Changing a Contract’s Status to Active

Contract work can not be recorded in SiteManager until the Contract
status is changed from pending to active. After all required Contract data
is entered, an authorized user can change the status to active.

Figure 2-15. Contracts Window — Active Status

M eon
" Deseription Location ¥ PaymentData * Cittical Dates* Primary Personnel * Prime Contractor ~ DBE Commit * Traiving Plan
Contract ID: [77774 Fed St/Pr Prj Nbr: |IM-030-05(075)
Status: |Active - Primary PCH- 77774 -
Region: |M - Divizion: |1 - Funding
i ) X " Federal
Progress Sched: | Variance Pct: oo  StateProvince
Dese: ROUTE 8002 WE FROM W OF RTE 213 70 E OF BROWNWERER ROAD {* Multiple
Time Charges: |CALENDAH DaYS j Bid Days: 90 Bid Amt: $10,983.915.40
Contract Type: |F|EEIEINSTF|UETIEIN [ Fed Oversight
Work Type: |STHUCTUF|ES - SkALL | Local Oversight
SiteManager ad
Spec Y| 2007 Unit System: | English b4 -
\l‘) Contract is Successfully Activated
W’a_gl_a Wage Decision ID Wage Dect: Genrl Wg Desn 1D
Decision: o —rm— e
See MJDOL “Wage Decision for Contract

Resident Engineer changes the Contract Status from Pending to
Active once all required information is entered in the Contracts,

Projects, and Items window.

During the Contract Activation Process, the SM Coordinator or the

2 Activating Contracts
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E ; Exercise 2-14

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you change the Contract Status to
Active.

Login: tpsjone Group: RE Contract: 7777A
1. Double-click the Contracts icon.

2. In the Status drop-down list, click the expand arrow and click
Active.

3. Click the Save button.
4. Click the OK button.
5. Click the Close button.

6. Click the Main Panel folder tab.
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Review for Section 2

To update the Contract Description folder tab during

Contract Activation:

1.

2.
3.

e

11.

12.

13.

Double-click the Contract
Administration icon.

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

In the Contract ID list box, scroll to and
double-click the desired Contract ID.
Click the Wage Decision area.

Click the New button.

Using the right mouse button, click the
Wage Decision ID field and perform a
search.

In the Wg Dcsn ID list box, double-click
WAGE.

Click the Generic Fields button.

. In the Legislative drop-down list, click

the expand arrow and click the desired
Legislative number.

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

In the Number of Lanes field, type the
desired lanes.

Click the Generic Fields button.

To view the Contract Location folder tab during
Contract Activation:

1.

2.
3.
4

Double-click the Contract
Administration icon.

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

In the Contract ID list box, scroll to and
double-click the desired Contract ID.
Click the Location folder tab.

To update the Contract Payment Data folder tab
during Contract Activation:

1.

2.
3.

To update the Contract Critical Date folder tab during

Double-click the Contract
Administration icon.

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

In the Contract ID list box, scroll to and
double-click the desired Contract ID.
Click the Payment Data folder tab.

In the Generate Estl Day field, type the
day of estimate generation.

In the Liquidated Dam Rate Amt field,
type the Final Liquidated Damage
amount.

Contract Activation:

1.

2.
3.

Double-click the Contract
Administration icon.

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

In the Contract ID list box, scroll to and
double-click the desired Contract ID.
Click the Critical Date folder tab.

In the Critical Date Description list,
click Execution Date.

In the Actual Occurrence Date field,
type the execution date.

In the Critical Date Description list,
click Price Adjustment Base Date.

In the Actual Occurrence Date field,
type the price adjustment base date.
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To update the Contract Primary Personnel folder tab

during Contract Activation:

To update the Prime Contractor folder tab during
Contract Activation:

1. Double-click the Contract 1. Double-click the Contract
Administration icon. Administration icon.
2. Double-click the Contract Records icon. 2. Double-click the Contract Records icon.
3. Double-click the Contracts icon. 3. Double-click the Contracts icon.
4. Inthe Contract ID list box, scroll to and 4. Inthe Contract ID list box, scroll to and
double-click the desired Contract ID. double-click the desired Contract ID.
5. Click the Primary Personnel folder tab. 5. Click the Prime Contractor folder tab.
6. Using the right mouse button, click the 6. Click the Address button.
Resident Engineer field and perform a 7. Inthe Address list box, scroll to and click
search. the desired address.
7. Inthe User Name list box, double-click 8. Click the Services menu, and then click
the Contract’s Resident Engineer’s User the Select Address choice.
ID. 9. Click the Prime Associates area.
8. Using the right mouse button, click the 10. Click the New button.
Project Manager field and perform a 11. Using the right mouse button, click the
search. Assoc Vendor ID field and perform a
9. Inthe User Name list box, double-click search.
the Contract’s Project Manager’s User ID. 12. In the Vendor Id list box, double-click
the Insurance vendor ID.
13. Click the New button.
14. Using the right mouse button, click the
Assoc Vendor ID field and perform a
search.
15. In the Vendor Id list box, double-click
the desired Surety vendor 1D
16. Click the Save button.
To view the Contract DBE Commit folder tab during
Contract Activation:
1. Double-click the Contract
Administration icon.
2. Double-click the Contract Records icon.
3. Double-click the Contracts icon.
4. Inthe Contract ID list box, scroll to and
double-click the desired Contract ID.
5. Click the DBE Commit folder tab.
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To update the Projects Description folder tab

1.

wmn

Double-click the Contract
Administration icon.

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

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

In the Project Nbr list box, scroll to and
double-click the desired PCN.

In the Status drop-down list, click the
expand arrow and click current status of
the Project.

In the Surface Type drop-down list, click
the expand arrow and click the current
surface type for the Project.

Click the Save button.

To update the Projects Counties folder tab during
Contract Activation:

1.

2.
3.

Double-click the Contract
Administration icon.

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

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

In the Project Nbr list box, scroll to and
double-click the desired PCN.

Click the Counties folder tab.

Click the Available Counties area.
Select the desired County and click the
Add button.

In the Proj Len % field, type the
percentage of the project being completed
in the county.

10. Click the Save button.

To update the Projects Adjustment Indices during
Contract Activation:

1.

2.
3.

Double-click the Contract
Administration icon.

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

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

In the Project Nbr list box, scroll to and
double-click the desired PCN.

Click the Price Adjustment Indices
folder tab.

Click the Available Price Indices area.
Click the desired price indices and click
the Add button.

Click the Save button.
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To view the Category window during Contract
Activation:

1.

Double-click the Contract
Administration icon.

2. Double-click the Contract Records icon.
3. Double-click the Categories icon.
4. Inthe Contract ID list box, scroll to and
double-click the desired Contract ID.
5. Inthe PCN list box, scroll to and double-
click the desired Project Number.
6. Click the Close button.
To update the Items window during Contract
Activation:
1. Double-click the Contract

Administration icon.

To change the Contract Status to Active during
Contract Activation:

1.

2.
3.

Double-click the Contract
Administration icon.

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

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

In the Status drop-down list, click the
expand arrow and click Active.

Click the Save button.

Click the OK button.

Click the Close button.

2. Double-click the Contract Records icon.

3. Double-click the Items icon.

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

5. Inthe Project Nbr list box, scroll to and
double-click the desired PCN.

6. Inthe Contract Item list box, scroll to
and double-click desired item.

7. Click the Pay Plan Qty check box ON.

8. Click the Save button.

9. Click the Open button.

10. Repeat steps 6-8 for all Pay Plan Quantity
items.

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

12. Click the Specialty check box (ON).

13. Click the Save button.

14. Click the Open button.

15. Repeat steps 11-14 for all Specialty items.

16. Click the Close button.
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Summary for Section 2

In the following exercise, you will activate a Contract.

10.
11.
12.
13.
14.
15.

16.

17.
18.

Login: tpsjone Group: RE Contract: 8888A
Navigate to the Contracts window and open Contract ID 8888A.
Associate the Wage Decision.

Associate the Contract to Legislative District 15 and Municipality Morris-Mount
Arlington.

Enter 2 as the Number of Lanes affected by the Contract.

What is the Primary County? Morris

Enter 7 as the Generate Est 1 Day and 1500.00 as the Liquidated Damage rate.

Enter 08/06/08 as the Execution Date and 07/28/08 as the Price Adjusted Base
Date.

Enter Jones, Kelly as the Resident Engineer and Jackson, Bailey as the Project
Manager.

Associate the ‘“To Be Determined’” Address to the Contract.
Associate the Surety Company and the Generic Insurance to the Contractor.

What is the DBE Goal Percent?  16%

Navigate to the Projects window and open Project Nbr 8888A.
Change the Project Status to Active Construction Project.
Change the Surface Type to Bituminous (Base + Surface < 9in).

Navigate to the Categories window.

What is the Suppl Wrk Cls Type for Category Number 0002?
Road

Navigate to the Contracts window and change the Contracts Status to Active.

Navigate to the Main Panel.
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3 Preparing for Work

By the end of this section, you will be able to:
Create and Print the DC 34 Key Contact Personnel Report
Identify Construction Layout Items
Establish Contract Manpower Information
View the Contract Authority Window

Create a Correspondence Log Record for the Preconstruction Meeting
Minutes

Add Permits

Establish Key Dates

Establish the Checklist Event Schedule
View Subcontracts

Create the Contract’s Master List of Equipment, Personnel Types, and
NJDOT Activities

Associate DWR Templates
Enter the Work Begin Date and the Official Contract Start Date
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Creating and Printing the DC 34 Key Contact
Personnel Report

The information used to create the DC 34 Key Contact Personnel Report is
entered in SiteManager Contracts window. DC 34 Key Contact Personnel

Report is generated through Crystal Reports, accessible through the
SiteManager Reports icon.

Creating the DC 34 Key Contact Personnel Report

The information printed in the DC 34 Key Contact Personnel Report is
generated in multiple areas of SiteManager. For example, the person who
is entered in the Resident Engineer field on the Contracts window is the
person whose name appears in the DC 34 Key Contact Personnel Report.
Additional information used in the report is manually entered in the
Custom Contract Usage Record window, accessible through the Services
menu in the Contracts window. Authorized users may access the DC 34

Key Contact template and enter the contact information required for the
Contract.

™ Custom Contract Usage Record -
Contract: \ T Id: [[m—
T late Name:
Row 1 of 1
~
Revision Number : J
Project Superintendent:  Daryl Hams
Home Phone : £091231110]  Cellular: £092341110)
st Altemative : Ed Patterson
Home Phone : 6095651 234| Cellular : 6095756519
Traffic Coordinator [1):  Jeff Forsythe
Horme Phone : 7328392775 Celular: 0 v

Figure 3-1. DC 34 Key Contact Personnel Custom Contract Template

The Resident Engineer or his designee enters the information
required to generate the DC 34 Key Contact Personnel Report in
the Custom Contract Template in the Contracts window.

The DC 34 Key Contact Personnel information is to be updated
throughout the life of the Contract.

3-2
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E ; Exercise 3-1

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will create the DC 34.
Login: tpxxxxx  Group: RE Contract: 1D

1. Click the Contract Administration icon.

2. Click the Contract Records icon.

3. Double-click the Contracts icon.

4. Click the Open button.

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

6. Click the Services menu, and then click the Custom Record
choice.

7. Using the right mouse button, click the Template Id field.
8. From the object menu, click the Search choice.

9. In the list box, scroll to and double-click Template ID DC 34
Key Contact Personnel.

10. In the Revision Number field, type 1.

11. In the Project Superintendent field, type the name of the

Project Superintendent. Phone numbers
should be entered
12. In the Project Superintendent Home Phone field, type the without slashes or
Home Phone number of the Project Superintendent. parenthesis. The DC

34 Report will apply

13. In the Project Superintendent Cellular field, type the correct formatting.

Cellular Phone number of the Project Superintendent.

14. In the 1% Alternative field, type the name of the 1%
Alternative.

15. In the 1° Alternative Home Phone field, type the Home
Telephone number of the 1% Alternative.
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16.

17.

18.

19.
20.
21.
22.

In the 1% Alternative Cellular field, type the Cellular Phone
number of the 1% Alternative.

In the Traffic Coordinator (1) field, type the name of the
Traffic Coordinator (1).

In the Traffic Coordinator (1) Home Phone field, type the
Home Telephone number

Click the Save button.
Click the Close button.
Click the Close button.

Click the Main Panel folder tab.

Typically, the whole
template should be
populated. We are
only populating a few
fields due to time
constraints of the
Training class.

3-4
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Printing the DC 34 Key Contact Personnel Report

The DC 34 Key Contact Personnel Report is a custom NJDOT report
generated through Crystal Reports. Crystal Reports can be accessed
directly through a web browser or through the SiteManager Reports icon
on the Main Panel. Once in Crystal Reports, the user must identify the
parameters for the generation of the report. The DC 34 Key Contact
Personnel Report can be generated by Contract, Region, or Statewide

Select Region: region - ' ALL"
Select Region:

il v

Select Contract ID: cont_id

Select Contract ID:

88888 w

Figure 3-2. DC 34 Key Contact Personnel Report Parameters

The Resident Engineer or his designee generates the DC 34 Key
Contact Personnel Report for distribution.

The DC 34 Key Contact Personnel Report may be regenerated and
printed throughout the life of the Contract.

%ﬁ Refer to the

__Exercise 3-2 Review section
Main Panel > Reports
——— for Crystal

In the following exercise, you will view the DC 34. Reports steps.
Login: tpxxxxx  Group: RE Contract: 8888B

1. Double-click the Reports icon.

2. Double-click the Key Contact Personnel Report.

3. Who is the Resident Engineer? __ Kelly Jones

4. Click the Close button.

5. Click the Close button to return to SiteManager.
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Identifying Construction Layout Items

The Construction Layout Program is a custom program developed for the
specific use of NJDOT to identify items on the Contract that should not be
included in the construction layout adjustment calculations. The
Construction Layout Program is accessed as an attachment in the
Contracts window.

The Construction Layout Program lists all items on the Contract. The
users should click the Exclude check box if the item should not be
included in the construction layout adjustment calculations. During the
Contract Finalization Process, the Construction Layout Report will
calculate the construction layout adjustment using data from all items that
have not been excluded in the Construction Layout Program. By default
ALL items are included in the construction layout adjustment calculations.

B

Contract ID: 77778 [ = ] [ Cose ]
Excluded Iterms are not included in the Construction Survey Calculations. By default all items are included.
Exclude Catg Nbr Catg Desription Line Item Nbr  Item Code Item Description fad
0o01 ROADWAAY pool 151003M PERFORMANCE BOMD AND PAYMENT BOND
[T poo3 ION-PARTICIPATING (ROADWMAY) poo2 152003P IOWINER'S AND CONTRACTOR'S PROTECTIVE LIABILITY INSURANCE
ool ROADWAY pooz 153003F FPROGRESS SCHEDULE
pooo1 ROADWAY o004 154003P IOBILIZATION
[T pooz2 JCOMSTRUCTION ENGINEERING poos [155006M FIELD OFFICE TYPE B SET LP
[T ooz ICONSTRUCTION ENGINEERING pooe 155024 FIELD OFFICE TYPE B MAINTENANCE
T ooz JCONSTRUCTION ENGINEERING poo7 155023 [TELEPHONE SERVICE
pont ROADWAY poos 153012P [TRAINEES
[T oo ROADWAY poog 158072M OIL ONLY EMERGENCY SPILL KIT, TYPE 1
T oot ROADWAY poin 159003 EREAKAWAY BARRICADE
[T pooi ROADWAY po11 [159006M CRUM
[T oo ROADWAY poiz 159009M [TRAFFIC CONE
T oot ROADWAY poiz 158012mM CONSTRUCTION SIGNS
[T pooi ROADWAY po14 [159015M ICONSTRUCTION IDENTIFICATION SIGN, 4' X &'
[T oo ROADWAY po1s 1590138M ICONSTRUCTION IDENTIFICATION SIGN, 6' X 12"
T oot ROADWAY poiG 1590271 FLASHING ARROW BOARD, 4' X &
[T pooi ROADWAY po17 [159030M PORTABLE YARIABLE MESSAGE SIGM
[T oo ROADWAY poie 159108M [TRAFFIC CONTROL TRUCK WITH MOUNTED CRASH CUSHION
T oot ROADWAY poig 159126M [TEMPORARY TRAFFIC STRIFES, 4"
[T poot ROADWAY poz0 159135M [TEMPORARY PAVEMENT MARKERS
[T oo ROADWAY poz1 159138M Hi& PATCH
T oot ROADWAY poz22 160003M FLUEL PRICE ADJUSTMENT
[T poot ROADWAY po23 [160006M IWSPHALT PRICE ADJUSTMENT
[T oo ROADWAY poz4 161003P FINAL CLEANUP
T oot ROADWAY poz23 201003P ICLEARING SITE
[T poot ROADWAY poz6 {01009P HMA MILLING, 3" OR LESS
0 ooz ROADWAY poz7 |01027M POLYMERIZED JOINT ADHESIVE
~
< >

Figure 3-3. Construction Layout Items

The Resident Engineer or his designee identifies the items that are
to be excluded from construction layout adjustment calculations in

The Construction Layout Program may be modified throughout the
life of the Contract.

the Construction Layout Program. -

If an item is added
via Change Order
and should not be
include in the
adjustment
calculations, it
should be identified
in the Program once
the Change Order is
approved.
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E ; Exercise 3-3

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will identify items to be excluded
from the Construction Layout calculations.

Login: tpxxxxx  Group: RE Contract: 1D
1. Double-click the Contract Administration icon.
2. Double-click the Contract Records icon.
3. Double-click the Contracts icon.
4. Click the Attachments button.
5. Double-click the Construction Layout Program attachment.

6. Scroll to and click the Exclude check box for the following
items:

A. Category Nbr 0001, Line Nbr 0001, Item Code
151003M, Description Performance Bond and
Payment Bond.

B. Category Nbr 0001, Line Nbr 0003, Item Code
153003P, Description Progress Schedule.

C. Category Nbr 0001, Line Nbr 0004, Item Code
154003P, Description Mobilization.

D. Category Nbr 0002, Line Nbr 0005, Item Code
155006M, Description Field Office Type B Set Up.

E. Category Nbr 0002, Line Nbr 0006, Item Code
155024M, Description Field Office Type B
Maintenance.

F. Category Nbr 0005, Line Nbr 0042, Item Code
157003M, Description Construction Layout.

7. Click the Save button.

8. Click the Close button.
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Establishing Contract Manpower Information

The Contract Manpower Program is a custom program developed for the
specific use of NJDOT to capture the planned hours as well as the Daily
hours of individuals working on a Contract. The Contract Manpower
Program is accessed as an attachment in the Contracts window.

Viewing the Contract’s Planned Hours

The planned hours for the Contract are generated by the Bureau of
Construction Management and entered into the Contract Manpower
Program on the Planned Hours folder tab by the SiteManager Coordinator.
The Planned Hours may be updated throughout the life of the Contract.

Contract ManPower Program
File  Help
~
Weekly Hours | Contract Persornel | Plarned Hours
I Close l I Save l
Planned Hours
Contract ID: T77IB
Category Hours Category
Resident Engineer 770 Paving 1196
Non Resident Engineer 124 Structures 129
Office Work S22 Utilities
General 153 Electrical
Earth Guide Rail
Drainage Safety 06
Aggregates Miscellaneous 785
Curb and Sidewalk Materials
Special Category
State Police Hours 480
Local Police Hours 100
v
3 >

Figure 3-4. Planned Hours Folder Tab

The SiteManager Coordinator enters and updates the planned
hours for the Contract in the Contract Manpower Program.
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E ; Exercise 3-4

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will view the planned man hours for
the Contract.

Login: tpxxxxx  Group: RE Contract: 1D
1. Double-click the Contract Manpower Program attachment.
2. Click the Planned Hours folder tab.

3. How many hours are planned for the Resident Engineer on this
Contract? 770

4. How many hours are planned for State Police for this Contract?
480

3 Preparing for Work



Establishing Contract Manpower Personnel

The Contract personnel whose activities and work hours will be tracked on
the Contract must first be identified on the Contract Personnel folder tab in
the Contract Manpower Program.

Available Personnel (Construction/Operations, Consultants, and Material
Users) are listed on the left side of the window. To associate personnel to
the Contract, scroll to and click the desired personnel in the Available
Personnel list and then click the Add button. Personnel associated to the

Contract are listed in the Contract Personnel box. Personnel may be Materials personnel will
removed from the Contract by clicking the desired personnel in the not appear on the
Contract Personnel box and then clicking the Remove button. If the —  Weekly Hours folder
desired personnel is not available in the Available Personnel box, then the tab. but will be included
Trnseport Office should be contacted. on the Weekly Report.

The personnel associated with the Contract will appear on the Weekly
Hours folder tab and will be available for recording activity hours.
Materials personnel will not appear by name on the Weekly Hours folder
tab, but they should still be associated to the Contract for reporting on the
Weekly Report.

If a consulting firm is used for inspection on the Contract then the prime
consulting firm should also be selected on the Contract Personnel folder
tab. If the consulting firm is not available, then the Trnseport Office
should be contacted.

File Help
~

Weekly Hours | Contract Personnel : Planned Hours

Contract Personnel Close

Contract ID:  ¥777B

Prime Consulting Firm: v

Available Personnel Contract Personnel

User Name User Title User Name User Title:
Ferez, Jessie Construct, C & M Tech 1 Allen, Sidney Construct, © 8 M Tech 1
Brown, Sam Construct. © & M Tech 2
ADD Eaker, Bobhy Materials Technician

Jones, Kelly Construct, Project Enginesr
Lewis, Tyler Construct, Asst Eng/CET
Miller, Carson Construct. C & M Tech 1

REMOWE Rodriguez, Angel Iaterials Team Leader

< > < >

Figure 3-5. Contract Personnel Folder Tab
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The Resident Engineer or his designee associates personnel to be
tracked on the Contract in the Contract Manpower Program.

If a consulting firm is used, the Resident Engineer or his designee
also selects the prime consulting firm. If the consulting firm is not
available in the drop-down list, contact the Trnseport office.

aﬁ Exercise 3-5

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will add personnel to the Contract
Manpower Program.

Login: tpxxxxx  Group: RE Contract: 1D
1. Click the Contract Personnel folder tab.

2. In the Available Personnel List, scroll to and click Allen,
Sidney. —

3. Click the Add button.

4. In the Available Personnel List, scroll to and click Brown,
Sam.

5. In the Available Personnel List, scroll to and click Eaker,
Bobby.

6. In the Available Personnel List, scroll to and click Jones,
Kelly.

7. Inthe Available Personnel List, scroll to and click Lewis,
Tyler.

8. Inthe Available Personnel List, scroll to and click Miller,
Carson.

9. In the Available Personnel List, scroll to and click
Rodriguez, Angel.

10. Click the Add button.

11. Click the Close button.

Personnel can be added
individually or by
selecting multiple users
at a time.
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12. Click the Close button.
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Viewing the Contract Authority Window

Contract Authority gives the user the authority to view or modify a

specific Contract. Contract Authority works in conjunction with other —
security features. The user’s ability to add, modify, or delete Contract data
also depends on the user group window access rights, the office level
assignment, and whether or not the user has Global (Office-wide) Contract
Access, and the user’s group assignments.

If a user is assigned to different groups, the user can have different
Contract authority assignments for each group. For example, John Doe
may be assigned to the Inspector and Office Engineer groups. As a
Inspector, he may access contracts A and B. As the Office Engineer, he
may only access Contract A.

ﬂ Contract Authority -
User Identification

User ID User Hame HQ | Reg | Diy Active |~
tpsjack Jackson, Bailey Yes v
tpsjohin Johngon, Sandy Yes v
tpsjone Jones, Kelly Na M 1 v
tpslake Lake, Ryan v
2|
tpsmeye Meyer, Joe v
tpsmill Miller. Carsomn Mo M 1 v
tpsmorr Marriz, Jaime Yes v
tpspark. Parker, Pat Yes v
| h
Contract Authority Assignment
Group Description Office-wide  Contract Id Contract Description Authority Authority
Access Start Date End Dt
[Dtfice Engineer T fFreep ROUTE 8002 wH FROM v OF RTE 213 TO E (9642008 17.035|
[Otfice Engineer | T esssc ROUTE 476 RESURFACING AND BRIDGE REP.101/2008 1332
[tfice Engineer T fasa0 ROUTE 476 RESURFACING AND BRIDGE REP.1 0412008 13:32: |
[Otfice Engineer | T |pessE ROUTE 476 RESURFACING AND BRIDGE REP.101/2008 1332
(Otfice Engineer e fagaF ROUTE 476 RESURFACING AND BRIDGE REF.1 0 /2008 13:32: |
[Otfice Engineer | T |esssc ROUTE 476 RESURFACING AND BRIDGE REP.101/2008 1332
[Otfice Engineer | T lesssd ROUTE 476 RESURFACING AND BRIDGE REP.1041/2008 13:32:
v
S >

Figure 3-6. The Contract Authority Panel

In NJDOT all
field personnel
will have
Contract specific
authority.
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The Resident Engineer emails the SM Coordinator with field
personnel names, group access, and Contract ID information.
Additionally, users in the Change Order Review Process, such as
the Field Manager and the Regional Construction/Maintenance
Engineer, are to be given specific Contract Authority.

The SiteManager Coordinator grants and ends Contract Authority.

Contract Authority can be modified throughout the life of the
Contract.

aﬁ Exercise 3-6

Main Panel > Contract Administration > Contract Records>
Contract Authority

In the following exercise, you will view users to the Contract
Authority window.

Login: tpxxxxx  Group: RE Contract: 1D
1. Double-click the Contract Authority icon.

2. Inthe User ldentification list box, scroll to and click User ID
tpslewi, User Name Lewis, Tyler.

3. Does Tyler Lewis have Office-Wide or Contract specific
authority in SiteManager? __Contract specific

4. In the User ldentification list box, scroll to and click User ID
tpsalle, User Name Allen, Sidney.

5. What Group access does Sidney Allen have in SiteManager?
Inspector

6. Click the Close button.
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Creating a Correspondence Log Record for the
Preconstruction Meeting Minutes

The Preconstruction Meeting Minutes should be recorded in the
Correspondence Log window, and the meeting minutes should be attached
to the record as a SiteManager attachment.

Creating the Correspondence Log Record

The Correspondence Log panel lets the user add and modify records of
correspondence related to a specific Contract. A correspondence record
describes a document that has been either sent or received by a user. The
user can describe the document, identify related records and disputes,
attach reference documents, forward the correspondence record to other
users, and open reference documents that have been received with
correspondence records from other users.

™ Corres pondence Log -

Conbiact ID: 77778 Contract Conrespondence Serial Number: [1 ||
Comrespondence Type: |Mem|:|

~| Dn: [02/07/08 | Comespondence 1D: |
Sent From: |.-'J~nd3-' Clay, Regional Construction Engineer

Sent To: Kelly Jones

Document Category: |Meeting Mirutes |

Document Location:

Major Topics: Preconstruction Conference Meeting Minutes

Related Cormrespondence: |0 |

Required Responze Text: |

Dizpute: |0

Figure 3-7. The Correspondence Log Panel

In the NJDOT, the Resident Engineer or his designee creates a
Correspondence Log record to record communications regarding
the Contract. If available, the communication (email, letter,
meeting minutes, etc) is to be attached to the Correspondence Log
record using the Attachments feature.
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Creating an Attachment

The Attachment functionality of SiteManager allows URL links, Plug-In
applications, and OLE attachments to be attached to certain SiteManager
records. Attachments are activated by clicking the attachment button, then
double-clicking the attachment.

The Microsoft Windows’ Object Linking and Embedding standard (OLE)
allows Windows programs like SiteManager to access the functionality of
other OLE-compliant Windows applications. The Attachments feature
choice will work with any properly-installed, OLE-compliant Windows
application.

When you use the OLE functionality to create a new attachment, you are
actually embedding the data and the connection to the application’s
functionality in the SiteManager database. Even though the OLE object is
assigned a name, the data does not actually exist as an external file on
your network or workstation hard drive. It only exists as a named object
in the SiteManager database. Anyone with access to the record can assess
the embedded data if the application that created the data is installed on
their workstation.

E OLE Attachment

Name: |20030807PCHM

OLE contents:
l@«dobe Acrobat Document

D escription:

Frecon Meeting Minutes

Attachment Security:

Group ID Description
¢- Remove (
<<-Rem All | [p
4 >

[~ Bun Automatically

Add LCancel

Figure 3-8. The Attachment window
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In NJDOT, attachments in SiteManager are limited to PDF, Word,
and Excel files. All other file formats including pictures are to be
maintained as project documentation outside of SiteManager.

Attachments are to be identified with the following naming
convention:

YYYYMMDDAAAA = Year, Month, Day, and abbreviation of the
attached document.

A description is to be included for each attachment. When selecting
Security Groups for attachments, “Add All”” should be selected.

aﬁ Exercise 3-7

Main Panel > Contract Administration > Contract Records >
Correspondence Log

In the following exercise, you will create a Correspondence Log
record to record the Construction Conference Meeting Minutes.

Login: tpxxxxx  Group: RE Contract: 1D
1. Double-click the Correspondence Log icon.

2. Click the Service menu, and then click the Choose Keys
choice.

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

ID ID.

4. Inthe Correspondence Type drop-down list, click the expand

arrow and click Memo.

5. In the drop-down list, click the expand arrow and click
Received.

6. Inthe On field, type 080708.

7. Inthe Sent From field, type Andy Clay, Regional
Construction Engineer.

8. Inthe Sent To field, type Kelly Jones.

9. Inthe Document Category drop-down list, click the expand
arrow and click Meeting Minutes.
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10.

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

17.
18.
19.
20.
21.
22,
23.
24,

In the Major Topics field, type Preconstruction Conference
Meeting Minutes.

Click the Save button.

Click the Attachments button.
Click the New OLE button.

Click the Create from File button.
Click the Browse button.

Click the PCMM file to be attached in the following location:
c:\smtrains\smfiles.

Click the Open button.

Click the OK button.

In the Name field, type 20080807PCMM.

In the Description field, type Precon Meeting Minutes.
In the Attachment Security box, click the Add All button.
Click the Add button.

Click the Save button.

Click the Close button.

3-18
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Adding Permits

The Permits panel lets the user add, modify, and delete Contract permit
data. This is a record of the permits obtained for the Contract, including
the permit type, the person who requested the permit, and the date the
request was submitted. The top datawindow lists the permits for the
selected Contract. The data for the selected record is displayed in the
bottom datawindow.

Contract 1D: FITTR

Pemmit Type Date Submitted Date Obtained Expiration Date
NJDEP Highlands Preservation Aiea 080 /08

Pemmit Type : |NJDEF' Highlands Preservation Area
Submitted Date :| 07/21/08
Effective Date :| 05/01/08
Ezxpiration Date : m

Permit Number : [HP-113-2009

Figure 3-9. The Permits Panel

The Resident Engineer or his designee enters permits obtained for
the Contract, in the Permits window.

The Permits window can be modified throughout the life of the
Contract.
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E ; Exercise 3-8

Main Panel > Contract Administration > Contract Records >
Permits

In the following exercise, you will add a permit to the Contract.
Login: tpxxxxx  Group: RE Contract: 1D
1. Double-click the Permits icon.

2. Inthe Permit Type drop-down list, click the expand arrow and
click NJDEP Highlands Preservation Area.

3. Inthe Submitted Date field, type 072108.

4. In the Effective Date field, type 080108.

5. Inthe Expiration Date field, type 0731009.

6. Inthe Permit Number field, type HPA-113-2008.
7. Click the Save button.

8. Click the Close button.
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Scheduling Key Dates and Checklist Events

Key Dates and Checklist Events are the SiteManager components that let
the user establish and monitor a series of key dates and scheduled events.
Key Dates and Checklist Events, although similar in functionality, are
independent events.

Key Dates are dates that are important when they occur. Therefore,
personnel are notified when a Key Date is accomplished. They are also
notified when a Key Date is not accomplished by the projected date. A
Key Date can be set up to be required either when the Contract is activated
or when it is finalized. The user creates the Key Date schedule and records
the actual occurrences of Key Dates on the Key Dates panel.

Checklist Events are actions that are important when they do not occur.
Therefore, personnel are notified when a Checklist Event is not
accomplished by the projected date. For Checklist Events that occur more
than once or at regular intervals (e.g., monthly or weekly), SiteManager
tracks each occurrence. A Checklist Event can be set up to be required
when the Contract is activated or finalized, or to cause a discrepancy when
estimates are generated. The user creates the Checklist Event schedule on
the Checklist Scheduled Events panel.

The Checklist Event Dates panel lets the user view the Checklist Event
schedule, including multiple occurrences of each event, and provides a
chronological history of the events. The user records the actual
occurrences of the Checklist Events in the Checklist Events window.
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Establishing Key Dates

The Key Dates panel lists the Key Dates for the selected Contract in the
top datawindow. The data for the selected Key Date is displayed in the
bottom datawindow. The Key Date Types are pre-defined in the
SiteManager code tables. SiteManager adds a set of default Key Dates
automatically to each new Contract. The user creates the Key Date
schedule and records the actual occurrence of Key Dates on this panel.
The user can add, modify, and delete the Key Dates.

Key Date Settings

Key Date Type

Message Text

Projected Date

Dist. List/ Recipt.

IAcceptance The Final Completion Date |[Construction-Close Out
Inspection acceptance Distribution List
inspection was Operations-Project Manager
held. Recipient
All Required All required Final Completion Date [Construction — Close Out
Material Certs  |material Distribution List
and Drawings [certifications Operations — Project Manager
and drawings Recipient
have been
submitted.
All Required All required Final Completion Date |Construction-Close Out
Payrolls and payrolls and Distribution List
EEO Statements|EEO Operations-Project Manager
Statements Recipient
have been
submitted.
All Required All required Final Completion Date |Construction-Close Out
Releases releases have Distribution List
Received been received Operations-Project Manager
from the Recipient
Contractor.
All ROW Issues [All ROW and [Final Completion Date |[Construction-Close Out
Resolved encroachment Distribution List
issues have Operations-Project Manager
been resolved. Recipient
As-Built Qtys  |As-built Final Completion Date |[Construction-Close Out
IAgreed to by quantities Distribution List
Contractor have been Operations-Project Manager
agreed to by Recipient
the Contractor.
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Key Date Settings

Key Date Type

Message Text

Projected Date

Dist. List/ Recipt.

If a meeting is not
required, then the date
the letter is sent
notifying the contractor
is entered in the actual
date field.

As-Built Qtys  |As-built Final Completion Date |[Construction-Close Out
Reviewed by quantities Distribution List
BCE have been Operations-Project Manager
reviewed by Recipient
the Bureau of
Construction
Engineering.
As-Built Qtys  |As-built Final Completion Date |Construction-Close Out
Sent to guantities Distribution List
Contractor have been Operations-Project Manager
sent to the Recipient
Contractor.
Close Out The close out [Substantial Construction-Close Out
Meeting Held  |meeting was |Completion Date Distribution List
held.

Operations-Project Manager
Recipient

Completion Date

The Contract
is Complete.

Final Completion Date

Construction-Close Out
Distribution List
Operations-Project Manager
Recipient

Tabulation of
\Working Days

Tabulation of
\Working Days

Construction Construction is|Between Substantial [Construction-Close Out
Completion complete and |[Completion Date and [Distribution List
verified by the |Final Completion Operations-Project Manager
Corrective Date. Recipient
Action
Inspection.
Corrective The corrective [Substantial Construction-Close Out
Action action Completion Date Distribution List
Inspection inspection was|The actual date field is|Operations-Project Manager
held. be populated with the |Recipient
date the first corrective
action inspection took
place.
DC 23 DC 23 Final Completion Date |Construction-Close Out

Distribution List
Operations-Project Manager

Comp. is complete. Recipient
DC 123 Final DC 123 Final |Final Completion Date |[Construction-Close Out
Certification of [Certification of Distribution List
Compliance Compliance Operations-Project Manager
has been Recipient
received.
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Key Date Settings

Key Date Type

Message Text

Projected Date

Dist. List/ Recipt.

Final Contract
Status Memo

Final Contract
Status Memo

Final Completion Date

Construction-Close Out
Distribution List

Submitted has been Operations-Project Manager
submitted by Recipient
Close Out
Engineer.

LB 95A LB 95A has |Final Completion Date |[Construction-Close Out

Materials Cert

been sent to
the Bureau of
[Materials.

Distribution List

Operations-Project Manager
Recipient

Letter of The letter of |Substantial Construction-Close Out
Corrective Work [corrective Completion Date Distribution List
to Contractor  |work has been Operations-Project Manager
sent to the Recipient
contractor.
Mylars [Mylars Final Completion Date |[Construction-Close Out
Submission received from Distribution List
Contractor Operations-Project Manager
Recipient
Notice of Contractor Final Completion Date |[Construction-Close Out
Completion notification Distribution List

that all work is
complete has
been received.

Operations-Project Manager
Recipient

Pavement As-

Pavement as-

Final Completion Date

Construction-Close Out

Built Data built data form Distribution List
has been Operations-Project Manager
submitted. Recipient

RE Estimated [This is the RE should determine |Construction — Field Manager

Completion Date

Resident
Engineer’s
estimated
completion
date.

this date on a Contract
basis.

The RE enters the
Projected Date with
his estimated
completion date during
the activation process.
If the estimated date
changes, then the
projected date is
modified accordingly.
The Actual Date field
remains blank.

Operations — Project Manager

3-24

3 Preparing for Work



Key Date Settings

Key Date Type |[Message Text| Projected Date

Dist. List/ Recipt.

RE Memo of The memo Final Completion Date |Construction-Close Out

Corrective Work [indicating Distribution List
corre(_:tive Operations-Project Manager
work is Recipient

complete has
been sent.

Table 3-1. NJDOT Key Dates

N

Contract ID: 77778

Key Date Type Projected Actual Required Required -
Date Date to Activate to Finalize
Ag-Built Otys Agreed to by Contractor 00/00/00 00400400 M N
Ag-Built Otys Sent to Contractor 00/00/00 00400400 M N
Az-Builk Otysz Reviewed by BCH 0o/00/00 0o/00/00 il Y
Acceptance [nzpection 11/05/08 Q000400 M Y
2ll Required Material Certs and Drawings 5 ovvoon | W | v [ |
All Required Payrolls and EED Statements 00400400 M N
Al Required Releazes Received 00400400 00400400 M N
Corrective Action [nzpection 00400400 00400400 M Y
v

Key Date Type: |4l Fequired Material Certs and Drawir |

Projected Date: [11/05/08 ¢ [T Required to Activate
Actual Date: |00/00/00 v Required to Finalize

Distribution List: [Close Out - North Recipient:

Meszzage Text: l-’-‘«ll required matenal certifications and drawings have been submitted.

Figure 3-10. The Key Dates Window
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The Resident Engineer or his designee schedules projected dates and
enters actual dates for Key Dates.

All default Key Dates will appear for the Contract when the Contract
is loaded into SiteManager. Prior to the first estimate, the Resident
Engineer or his designee performs the following functions:

Delete the Key Dates that do not apply to the Contract.
Enter the Projected Date.
Enter the Recipient or Distribution List.

The Resident Engineer or his designee updates the projected date for
the RE Estimated Completion date throughout the life of the
Contract as necessary and enters the actual date for each Key Date as
it occurs.

E ; Exercise 3-9

Main Panel > Contract Administration > Contract Records > Key
Dates

In the following exercise, you will establish the Key Dates for the
Contract.

Login: tpxxxxx  Group: RE Contract: 1D
1. Double-click the Key Dates icon.

2. Inthe Key Date Type list, click RE Estimated Completion
Date.

3. Inthe Projected Date field, type 102708.

4. In the Recipient field, perform a Search and double-click User
ID tpswarr, User Name Warren, Jackie.

5. Click the Save button.
6. Inthe Key Date Type list, click All ROW Issues Resolved.
7. Click the Delete button.

8. Click the Yes button.
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9. Click the Save button.
10. In the Key Date Type list, click Acceptance Inspection.
11. In the Projected Date field, type 110508.

12. In the Distribution List field, perform a Search and double-
click Close Out North.

13. Click the Save button.

14. In the Key Date Type list, click All Required Material Certs
and Drawings.

15. In the Projected Date field, type 110508.

16. In the Distribution List field, perform a Search and double-
click Close Out North.

17. Click the Save button.

18. Click the Close button.

Depending on
previous steps, the
Distribution List
field may be gray.
You may still update
this field.

Typically, all Key
Dates should be
reviewed. We are
only reviewing a few
dates due to time
constraints of the
Training class.
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Establishing the Checklist Event Schedule

The Checklist Scheduled Events panel lists the scheduled events for the
selected Contract. The data for the event selected in the top data window is
displayed in the bottom data window. The Event Types are pre-defined in
the SiteManager code tables. SiteManager adds a set of default Checklist
Events automatically to each new Contract. The user creates the Checklist
Event schedule on this panel. The user can add, modify, and delete the
Checklist Events.

When an event is scheduled on this panel, a subsequent batch process

creates a record for each projected date. After the batch process runs, the

user can record the Actual Date of each occurrence of an event on the

Checklist Event Dates panel. The batch process and/or an estimate

discrepancy may notify the recipient(s) when a Checklist Event is

overdue.

This paragraph
explains the work
around for the One
Time Only checklist
events.

When establishing the schedule for a One Time Only event, a 1 must be

entered in the Nbr of Occurrences field. If this field is gray, select a -
different frequency type such as Quarterly, enter a 1 in the Nbr of

Occurrences field, and then return the Frequency Type to One Time Only.
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NJDOT Checklist Events

Checklist Event Freq. Event Day Recipient Message
Event Type Group
Type
1391 EEO Annual August 12" [Civil Rights “The July
Compliance Unit|Report” (1391)
has not been
received.
AD 267 EEO [Monthly  |Estimate Day -|Civil Rights DBE |[Monthly DBE
1 Unit Utilization
Report has not
been received.
AD 268 EEO One Time [Contract Civil Rights DBE |Final DBE
Only completion Unit Utilization
Date plus 2 Report has not
months been received.
DC 127 EEO [Monthly  |Estimate Day -|Civil Rights DC 127 has not
1 Compliance been completed.
FHWA 1409 |EEO Quarterly [Week after Civil Rights Quarterly
quarter begins |[Compliance Unit|Training Report
has not been
received.
Ins- Insurance |Annual 2 months prior [Construction — [Policy has not
Comprehensive to expiration [Field Manager [been renewed
lAuto Liab. Operations —
Project Manager
Ins- Insurance |Annual 2 months prior [Construction — [Policy has not
Comprehensive) to expiration [Field Manager [been renewed
General Liab. Operations —
Project Manager
Ins- Excess Insurance |Annual 2 months prior [Construction — [Policy has not
Liab. to expiration [Field Manager [been renewed
Operations —
Project Manager
Ins- Marine Insurance |Annual 2 months prior [Construction — [Policy has not
General Liab. to expiration |Field Manager [been renewed
Operations —
Project Manager
Ins- Owner and|insurance |JAnnual 2 months prior [Construction — [Policy has not
Cont. to expiration |Field Manager [been renewed
Protective Liab. Operations —
Project Manager
Ins- Pollution  |Insurance |JAnnual 2 months prior [Construction — [Policy has not
Liab. to expiration |Field Manager [been renewed
Operations —
Project Manager
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NJDOT Checklist Events

Checklist Event Freq. Event Day Recipient Message
Event Type Group
Type
Ins.- Railroad |Insurance [Annual 2 months prior [Construction —  |Policy has not
Protective Liab. to expiration |Field Manager [been renewed
Operations —
Project Manager

Ins- Workers  |Insurance [Annual 2 months prior [Construction —  |Policy has not

Comp and to expiration |Field Manager [been renewed

Employers Operations —

Liab. Project Manager

Monthly EEO [Monthly  [Second Civil Rights Monthly Training

Training Report Monday of the [Compliance Unit|Report has not

Month been received.

TAD EEO [Monthly  |Estimate Day -|Civil Rights Monthly

1276/CC257 1 Compliance Unit|{Workforce
Utilization
Report for Prime
and subs has
not been
received.

Table 3-2. NJDOT Checklist Event Dates

™1 Checklist Scheduled Events -
Contract 1D: L]
Event Frequency Event Group Mext Proj Mbrof Required Discr  Required Ext -
Type Type Type Date Occinc to Activate Ind Doc Type Ind
P/Ha 1409 Cuarterly EEC 0000400 M W h
AD2ET b itk EECD 0000400 M Y h
A0 268 One Time Only EED 01/08/08 1 M b M
Dcizy bef oty EED 09/04/08 M by M
Ins- Comprehensive Auta Insurance (1 /05/03 o (v [ [[H]
Inz- Excess Liab. Aninually Insurance 00700400 M Y M 3
Event Type: |Ins- Comprehengive Auto Liab. ﬂ Event Group Type: |Insurance -

I~

Event Day: Milestone Mo: -

Frequency Type: |.f5.nnually

Mext Proj Date: | (01/05/09

Mbr of Occunrences:

Required Doc Type: [5paces
Distiibution List: |

[ Required to Activate
v Discrepancy
| [ External Indicator

Recipient: |tpawar

Meszage Text: |F'0Iic:_l,l haz not been renewed.

Figure 3-11. The Checklist Scheduled Events Window
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The Resident Engineer or his designee creates the checklist event
schedule.

All default checklist events will appear for the Contract when the
Contract is loaded into SiteManager. Prior to the first estimates,
the Resident Engineer or his designee will perform the following
functions:

Delete the checklist events that do not apply to the Contract.
Enter the Next Projected Date.
Enter the Recipient or Distribution List

Enter the Number of Occurrences as 999 for Monthly, annual,
and quarterly events.
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Exercise 3-10

Main Panel > Contract Administration > Contract Records >
Checklist Scheduled Events

In the following exercise, you will establish the Checklist Event
Schedule for the Contract.

1.
2.
3.

10.
11.
12.

13.
14.

15.

16.
17.
18.

Login: tpxxxxx  Group: RE Contract: 1D

Double-click the Checklist Scheduled Events icon.

In the Event Type list, click Ins-Railroad Protective Liab.
Click the Delete button.

Click the Yes button.

Click the Save button.

In the Event Type list, click Ins-Marine General Liab.
Click the Delete button.

Click the Yes button.

Click the Save button.

In the Event Type list, click AD 268.

In the Next Proj Date field, type 010509.

In the Frequency Type drop-down list, click the expand arrow The steps for AD 268
and click Quarterly. show the work
around for the One
Time Only checklist

In the Frequency Type drop-down list, click the expand arrow events.
and click One Time Only.

In the Number of Occurrences field, type 1.

In the Recipient field, perform a Search and double-click
tpsreed, User Name Reed, Logan.

Click the Save button.
In the Event Type list, click DC 127.
In the Next Proj Date field, type 090408.
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19.
20.

21.
22,
23.
24,
25.

26.
217.
28.

The number 999
can be entered in
the gray field.

In the Number of Occurrences field, type 999.

In the Recipient field, perform a Search and double-click
tpsmorr, User Name Morris, Jaime.

Click the Save button.

In the Event Type list, click Ins-Comprehensive Auto Liab.
In the Next Proj Date field, type 010509.

In the Number of Occurrences field, type 999.

In the Recipient field, perform a Search and double-click User

ID tpswarr, User Name Warren, Jackie. All additional fields

should be left blank.

Click the Save button.

Click the Close button. Typically, all

Checklist Events
should be reviewed.
- We are only
reviewing a few
events due to time
constraints of the
Training class.

Click the Contract Administration folder tab.
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Viewing Subcontracts

The Subcontract panel lets the user add, modify, and delete Subcontracts
and Subcontract data. The panel also displays calculated DBE
commitment amounts.

Viewing a Subcontract Description

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

The percentage of the Subcontract that can be counted towards the
Contract’s DBE goal depends on the Subcontract’s level, the
Subcontractor’s DBE status, and whether or not the Subcontract includes
Items. A Subcontract with a DBE Subcontractor and Items is always
counted 100 percent towards the Contract’s DBE goal. If the Subcontract
has no Items (i.e., the Subcontractor is a supplier/hauler), the user enters
the percentage counted towards the DBE goal.

If the Subcontractor is not a supplier or hauler, Items must be added to the
Subcontract.

[
“Description | ltems ContractID : [77778
SubCont Nbr: 001 Parent Subcont Mbri: | Supp/Hauler Ind [~
Subcontractor: [BMERICAN GAFETY 55 INC Contiact DBE Goal Pct: 1600
SubCont Type: [NonDEE DBE Type: [Spaces Werfied Payment Amt————
Work Type: [MAINT. & FROTECTION OF TRE Cert Type: | L—a“: oo Total: [0 —‘
Approval Date: [08/07/08 Pct Twrds DBE Goal: [00 Fed Supp/Haul Fund Pct: [00
Amounts  Pct of Total Sub'd  Pct of Total Contract
This SubContract: | 20,750.00 | 1og2 [ 19
This Original Commitment : | .00 | 0 | oo
This Current Commitment: | 0.00 | i | .00
" Total Original Commitment: | 00 | W
Total Current Commitment: ’m ,W
Total Allowable Max [non-spcity): ’m lﬂ
Total Towards Max [non-spclty): ’m W
Total Spelty Subcontracted: | .00 [ oo
Total Subcontracted: !W 1.75

Figure 3-12. The Subcontract Description Folder Tab
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The Subcontract Coordinator enters subcontracts in SiteManager
once the subcontract has been approved by Construction Services.

The Subcontract must be entered in SiteManager with an approval
date before work can be recorded to the Subcontractor on a Daily
Work Report.

Subcontracts can be added at any point in the Contract.

E ; Exercise 3-11

Main Panel > Contract Administration > Contractor Management>
Subcontracts

In the following exercise, you will view a Subcontract to the
Contract.

Login: tpxxxxx  Group: RE Contract: 1D
1. Double-click the Contractor Management icon.
2. Double-click the Subcontracts icon.

3. Inthe Subcontract list box, scroll to and double-click
subcontract Nbr 001, subcontractor AMERICAN SAFETY

SVS INC.
4. s this subcontractor a DBE? No
5. What is the approval Date? 08/07/08
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Viewing Subcontract Items

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

Items, the Subcontract Amount is the sum of all of the Item amounts and
the user can not modify it.

¥ Subcontracts -
DSt e Contract ID :  [7777B Subcontract Nbr : |
Project Number Line ltem Item Code Unitz Type  Specialty Short Description
amo 153003 UNIT M [sREA ’ BARRICADE N
Fiiie 0011 1590068 UNIT M DRUM
Fiiie 03 1590124 SQUAREFOOT M COMSTRUCTION SIGMS
< ¥
Pri Mbr: [7777B Line Item: (0010
Supp Descl: |
Supp Desc2: |
Quantity Unit Price $ Amount $
Contract Bid: | 30000 [UHIT | 15500000 | 4,650.00
Current Contract: | 30.000 [UNIT | 155.00000 | 4. B50.00
Parent Subcontract: | 000 | | 00000 | .oa
This Subcontract: | 30,000 UWIT | 15000000 | 4.500.00
[ Shared level 1 Item Ind Subcontract Amount: 20,750.00

Figure 3-13. The Subcontract Items Panel

Only items listed on the Items folder tab are available to record to
the Subcontractor on the Daily Work Report.

If a portion of the item unit is subcontracted to more than one
subcontractor, (ie. one subcontractor installs the item and another

subcontractor paints the item) the actual quantity is assigned to
both subcontractors.
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E ; Exercise 3-12

Main Panel > Contract Administration > Contractor Management>
Subcontracts

In the following exercise, you view subcontracted items.
Login: tpxxxxx  Group: RE Contract: 1D
1. Click the Items folder tab.

2. How many items have been subcontracted on this subcontract?
3

3. Inthe list box, scroll to and click Line Nbr 0010, Item Code
159003M, Description Breakaway Barricade.

4. What quantity has been subcontracted? __ 30

5. Click the Close button.

6. Click the Main Panel folder tab.
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Creating the Contract’s Master List of Equipment,
Personnel Types, and NJDOT Activities

Supervisors will be

The Contract Master List allows the active Equipment, Personnel Types, tracked as
and NJDOT Work Activities on the Vendor’s Master List to be associated —— Personnel Types.
to specific Contract. Each Contract can have one or more approved NJDOT

vendors. The Vendor Master List data for the prime Contractor and any
approved Subcontractors will be available to associate with the Contract.

The Work Activities area of the Contract Master list is used to capture the
different work activities performed by NJDOT staff and consultants. DWR
creators should record their work regular and overtime work hours to the
appropriate work activity code. This information should then be manually
transferred to the Contract Manpower Program for reporting on the
Weekly Progress Report.

Only the Equipment and Personnel Types associated with the Vendor will
be available to add to the Contract. NJDOT work activities associated to
any vendor on the Contract in the Work Activities area will be available
for all vendors on the Contract.

Work Activities
are associated to
all Contractors on
— the Contract once
they are associated
to just one
Contractor.

Cantract

a
List

Figure 3-14. The Contract Master List Icon

NJDOT is not using the Supervisor section in the Contract Master
List window.

Associating Vendor Equipment to the Contract

Only the active equipment that has been added to the Vendor’s Master List
can be associated to the Contract.

3-38 3 Preparing for Work



™ Contract Master List -
Contract ID:  [F777E Vendor ID: 12343 |Ew CONSTR GP
‘ + Equi t i 1 " Supervizor " Work Aclivities
Vendor Master List: Contract Vendor List:
Eqp ID Equipment Descri Eqp ID Equipment Des ~
&:sphalt Milling Machine ]
0005 Azphalt Pavers Crawler Mounted
ooio Azphalt Pavers Wheel Mounted
0ms Backhoe Tracked Bucket
0oz0 Backhoe Tracked Hydraulic
0025 Backhoe Rubber Tired Hydraulic
0030 Backhoe Tractor-Loader
Add -> 0035 Barge
| 0040 Bituminous Distributor Truck
Add All ->> | 11045 Bobeat
¢- Remove 0os0 Boring Machine Haorizontal
e 11511 Compactor Plate T amper

<<-Rem All | peg Compactor Rammer
00E5 Compactor Self Propelled-Foller
0070 Compactor Sheep faat Raller
0075 Compactor Static

v

Figure 3-15. The Vendor Equipment Master List

The Resident Engineer or his designee are to associate equipment
for the Prime Contractor as well as all Subcontractors for the
Contract prior to the creation of the first Daily Work Report.

The Resident Engineer or his designee may add only specific pieces
of equipment or use the ‘Add All’ function.
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E ; Exercise 3-13

Main Panel > Daily Work Reports > Reference Tables (DWR+) >
Contract Master List

In the following exercise, you will associate equipment types the
Prime Contractor on the Contract.

Login: tpxxxxx  Group: RE Contract: 1D
1. Double-click the Daily Work Reports icon.
2. Double-click the Reference Tables (DWR+) icon.
3. Double-click the Contract Master List icon.

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

5. Inthe Vendor ID list box, scroll to and double-click VVendor
12943, Vendor Name IEW CONSTR GP.

6. Verify that the Equipment radio button has been selected.
7. Click the Add All button to add all options.

8. Click the Save button.

Associating Vendor Personnel Types to the Contract

Only active Personnel Types that have been added to the Vender Master
List may be associated with the Contract.
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Contract ID:  |7777E

¥ Contract Master List -

Vendor ID:  [[2343 IE% CONSTR GP

‘(‘E' t P

Vendor Master List:

" Supervisor " Work Aclivities

Contract Vendor List:

Personnel Name

Add >

Add All ->>

<- Remove

<<- Rem All

>

Personnel Name

Aszphalt Laborer
Aszphalt Laborerl
Blaster

Blaster(1]

Carpenter

Carpenter Foreman
Carpenter(1]

Crane Operatar/Hyd
Crane Operator/Track.
Crane Operator/Truck.
D ockbuilder
Dockbuilder Foreman
Dockbuilder!
Dumpman

Electrician

<

Figure 3-16. The Vendor Personnel Types Master List

Types List.

The Resident Engineer or his designee are to associate personnel
types for the Prime Contractor as well as all Subcontractors for the
Contract prior to the creation of the first Daily Work Report.

Supervisor names are not maintained in SiteManager. Instead,
Supervisor Types such as ‘Foreman’ are included in the Personnel

ZEh

Exercise 3-14

Main Panel > Daily Work Reports > Reference Tables (DWR+) >

Contract Master List

In the following exercise, you will associate personnel types to the
Prime Contractor on the Contract.

Login:

tpxxxxx Group: RE Contact: ID

1. Click the Personnel radio button.

2. Click the Add All button to add all options.

3. Click the Save button.
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Associating NJDOT Work Activities to the Contract

NJDOT work activity codes are listed in the Work Activities section of the
Contract Master List window. The NJDOT work activity codes should be
added to at least one Contractor on the Contract. SiteManager will
automatically add the NJDOT work activity codes to all contractors (prime
and subcontractors) on the Contract.

ﬂ Contract Master List -

Contract ID: [7777B Vendor ID: 12343

‘("E' t P

|Ew COMSTR GF

+ Wark Activities

" Supervisor

Vendor Master List: Contract Vendor List:

SSN/SIN

202 Mon Resident Enginesr

303 Office Work,

404 General

505 Earth

E0E Drainage

707 Aggregates

Add > 808 Curb and Sidewalk
903 Paving

10710 Structures

1111 Utilities

1212 Elechical

1313 Guide Rail

1474 Safety

1515 Miscellaneous

16 16 Special Category

55N /SIN S /C Work Actir Work Activities

Add All 5>

<- Remove

<<- Rem All

< ¥ < >

Figure 3-17. The Vendor Staff Member Master List

The Resident Engineer or his designee are to associate NJDOT
work activities for any vendor on the Contract prior to the creation
of the first Daily Work Report.
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%t Exercise 3-15

Main Panel > Daily Work Reports > Reference Tables (DWR+) >
Contract Master List

In the following exercise, you will associate NJDOT work activities
to all vendors on the Contract.

Login: tpxxxxx  Group: RE Contract: 1D
1. Click the Work Activities radio button.
2. Click the Add All button to add all options.

3. Click the Save button.

Associating Subcontract Equipment and Personnel Types to
the Contract

Equipment and Personnel Types need to be added for each subcontractor.
The NJDOT work activities in the Staff Member section of the Contract
Master List window do not need to associated to subcontractors if they
were previously associated to the Prime Contractor.

ﬂ Contract Master List -
Contract ID:  [7777B Vendor ID:  |A5768 IAMERICAN SAFETY SWS INC
‘ " Equi t (+ P 1 " Supervisor " Work Activities
Vendor Master List: Contract Vendor List:

Personnel Name Personnel Name ~

Azphalt Labarer

Azphalt Laborer]

Blaster

Elaster(1]

Carpenter

Carpenter Foreman

Add -> Carpenter(1]

et | Crane OperatorHyd
Add All ->> | | Crane Operator/ Track

Crane Operator/ Truck.

Dockbuilder

Dockbuilder Foreman

Dockbuilder]

Dumpran

Electrician

¢<- Remove

<<- Rem All

< > < >

Figure 3-18. The Subcontract Vendor Master List
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The Resident Engineer or his designee are to associate equipment
and personnel types to each subcontractor once the subcontractor is
entered in SiteManager.

The Contract Master List may be modified at any point in the
Contract.

aﬁ Exercise 3-16

Main Panel > Daily Work Reports > Reference Tables (DWR+) >
Contract Master List

In the following exercise, you will associate personnel types and
equipment types to a subcontractor Contractor on the Contract.

Login: tpxxxxx  Group: RE Contract: 1D
1. Click the Open button.

2. Inthe Vendor ID list box, scroll to and double-click VVendor
ID A5768, Vendor Name AMERICAN SAFETY SVS INC.

3. Click the Equipment radio button.
4. Click the Add All button to add all options.
Click the Save button.
NJDOT work
6. Click the Personnel radio button. activities are not
) _ associated to the
7. Click the Add All button to add all options. subcontractor

— since they were

8. Click the Save button. already associated

9. Click the Close button. to the Prime .
contractor on this
10. Click the Daily Work Reports folder tab. Contract.
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Associating DWR Templates

After a DWR Template has been created it must be associated with an
item on the Master List and with a Contract item in order to record data to
it for the Daily Work Report. The DWR Template must first be associated
to an Item in the Master List before it can be associated to a Contract Item.
This is done on the Item - DWR Template Association panel from the
Daily Work Reports panel. This panel displays all of the items on the
Master List at the top and all of the templates that have been created and
are active on the bottom left in the Templates List window. Templates that
are associated to items are moved to the Associated Templates window on
the bottom right of the panel.

The Generate button allows all items that have templates to be associated
to the items templates.

™ contract Item - DWR Template Association -

ContractiD:  [7777B Project: i)
Hem Code Kem Short Description Category  Line tem Last Chg Unit Sys Spec Bid Unit Price Status Supp ~
Hum Hum Year Indicator Year Ouantity Type Desc

FUEL PRICE ADJUSTMENT oom ooz2 2007 E 2007 5000000 100000 ACTY
HEADER RECONSTRUCTION o004 0049 2007 E 2007 125.000 8900000 ACTY
Hia MILLING, 3" OR LESS oo 0026 2007 E 2007 A60173.000 600000  ACTY
Hil2 PATCH oo o021 2007 E 2007 300.000 300000 ACTY

HOT MiX ASPHALT12.5H76 SURFACE loom  |oo2g E  [2007 potszooo fesooooo factv ||
< > -
Templates List: Associated Templates:
Template ID Templt Desc clive Template ID I::ﬂtage - AS Of October
v DC29B-a DC29E Bituminous Concrete Pavement 2008 the
following
« Romove templates are
— available:
< 2 ¢ i DC 29B
Figure 3-19. Associating A DWR Template to a Master Item - DC 29C
DC 29D
DC 92

The Resident Engineer or his designee are to associate the
appropriate DWR templates to be used on the Contract to the
Contact Item in the Contract Item — DWR Template Associated
window. Asphalt
Percentage

Lane Occupancy
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ZER

Exercise 3-17
Main Panel > Daily Work Reports > Contract Item — DWR
Template

In the following exercise, you will associate DWR templates to the
Contract.

Login: tpxxxxx  Group: RE Contract: 1D

1. Double-click the Contract Item — DWR Template icon.

2. Inthe Project Nbr list box, scroll to and double-click PCN ID.

3. Click the Generate button.
4. Click the Save button.
5. Click the Close button.

6. Click the Main Panel folder tab.
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Entering the Work Begin Date and the Official
Contract Start Date

Once the Contractor begins work on the Contract, the Work Begin Date
should be entered in the Contracts window on the Critical Dates folder tab.
The Regional Construction Engineer or Maintenance Engineer should be
entered as a recipient for the Work Begin Date so that SiteManager will
generate an inbox message notifying the individual of the Contractor’s
Work Begin Date.

The Official Contract Start Date in the Contracts window on the Critical
Dates folder tab should be entered according to the following:

Fixed Completion  Execution Date + 25 days
Date

Working 25 days after execution or the first day the
Day/Calendar day  Contractor begins work

The Official Contract Start Date starts counting time on the Contract and
is the first Estimate’s begin date.

Descriplion Location  © PaymentData © Critical Dates Frimary Personnel © Prime Contractor ~ DBE Commit  © [raiing Hlan

Contract ID: [77778

Critical Date Description Actual Date Required to Activate Required to Finalize ~
Contractor Final Certificate D ate 0o/00/00 M ¥
Auward Date 08/05/08 Ay N
Price Adjustments Baze Date 07/25/08 he M
Execution Date 03/06/03 A N
Letting Date 07/25/08 A H
(Original Completion Date 11/04/08 M M
Checked Out to Field Date 00/00/00 M N
Substantial ‘Wark Complete D ate 00400400 M hg
Contractor Bankruptcy Date 00400400 M M
Contractor Default Date 00/00/00 M N

Offcsl Cortact et Date ooreoe 1N [ N ] |
Signed Date 00/00/00 M N

Work Begin Date 08/07/08 M 3

Critical Date Descrption: |E|ff|c:|a| Contract Start D ate

Actual Occunence Date: BJD?JDB _________ [~ Required to Activate [ Required to Finalize

Distribution List: | Recipient 1D:

Message Text: |

Figure 3-20. Official Contract Start Date
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The Resident Engineer or his designee is to enter the date the
contractor begins work in the Contracts window on the Critical
Dates folder tab in the Actual Occurrence Date field for the Work
Begin Date.

The Resident Engineer or designee is to enter the date time charges
begin or the date the contractor begins work, whichever is first, in
the Contracts window on the Critical Dates folder tab in the Actual
Occurrence Date field for the Official Contract Start Time.

aﬁ Exercise 3-18

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will enter the Work Begin Date and
the Official Contract Start Date.

Login: tpxxxxx  Group: RE Contract: ID
1. Double-click the Contract Administration icon.
2. Double-click the Contract Records icon.

Double-click the Contracts icon.

> w

Click the Critical Date folder tab.

o

In the Critical Date Description list, click Work Begin Date.

6. Inthe Actual Occurrence Date field, type 080708. The RCE/RMM

should be
notified when the
Work Begin Date

8. Click the Save button. is entered.

7. Inthe Recipient field, perform a Search and double-click —_
tpsclay, User Name Clay, Andy.

9. Inthe Critical Date Description list, click Official Contract
Start Date.

10. In the Actual Occurrence Date field, type 080708.
11. Click the Save button.

12. Click the Close button.
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13. Click the Main Panel folder tab.
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Review for Section 3

To create the DC 34:

25.

In the Resident Engineer Alternative
Home Phone field, type the home phone.

. L . 26. In the Resident Engineer Alternative
1. Click the Contract Administration icon. Cellular field, type the cellular phone.
2. Click the Contract Records icon. 27. In the Field Manager field, type the Field
3. Double-click the Contracts icon. Manager’s name.
4. Click the Open button. 28. In the Field Manager Office Phone field,
5. Inthe Contract ID list box, scroll to and type office phone.
double-click the desired Contract ID. 29. In the Field Manager Office Fax field,
6. Click the Services menu, and then click type office fax.
the Custom Record choice. 30. In the Field Manager Home Phone field,
7. Using the right mouse button, click the type home phone.
Template ID field. _ 31. In the Field Manager Cellular field, type
8. From the object menu, click the Search the cellular phone.
choice. _ 32. In the Traffic Operations field, type the
9. Inthe list box, scroll to and double-click Traffic Operations’ name.
Template ID DC 34 Key Contact 33. In the Traffic Operations Office Phone
Personnel. _ field, type the office phone.
10. In the Revision Number field, type the 34. In the Traffic Operations Office Fax
Revision Number. _ field, type the office fax.
11. In the Project Superintendent field, type 35. In the Traffic Operations Home Phone
the name of the Project Superintendent. field, type home.
12. In the Project Superintendent Home 36. In the Traffic Operations Cellular field,
Phone field, type the home phone type cellular phone.
number. _ 37. Inthe NJDOT Field Office Address
13. In the Project Superintendent Cellular field, type the address..
field, type the cellular phone number. 38. In the NJDOT Field Office City field,
14. In the 1st Alternative field, type the type the city.
alternative person’s name. _ 39. Inthe NJDOT Field Office State field,
15. In the 1st Alternative Home Phone field, type NJ.
type the home phone number. 40. Inthe NJDOT Field Office Zip Code
16. In the 1st Alternative Cellular field, type field, type the zip code.
the cellular phone number. 41. Inthe NJDOT Field Office Phone field,
17. In the Traffic Coordinator (1) field, type type office phone.
the Traffic Coordinator (1)’s name. 42. In the NJDOT Field Office Fax field,
18. In the Traffic Coordinator (1) Home type the fax.
Phone field, type the home phone 43. In the Contractor Field Office Address
number. _ field, type the address.
19. In the Traffic Coordinator (1) Cellular 44. In the Contractor Field Office City field,
field, type the cellular phone. type the city.
20. In the Traffic Coordinator (2) field, type 45. In the Contractor Field Office State
the Traffic Coordinator (2)’s name. field, type NJ.
21. In the Traffic Coordinator (2) Home 46. In the Contractor Field Office Zip Code
Phone field, type the home phone. field, type the zip code.
22. In the Traffic Coordinator (2) Cellular 47. In the Contractor Field Office Phone
field, type_the ceIIqur phone. _ field, type the office phone.
23. In the Resident Engineer Alternative 48. In the Contractor Field Office Fax field,
field, type the Resident Engineer type the office fax.
Alternative’s name. _ 49. In the Site No 1 Local Name/Desc field,
24. In the Resident Engineer Alternative type the local name or description.
Title field, type the title. 50. In the Location(s) Town and County
field, type the locations.
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Sl
52.
53.
54.

55.
56.

In the Type of Construction field, type
the type of Construction.

In the From Milepost field, type the
beginning milepost.

In the To Milepost field, type the ending
milepost.

Repeat steps 49-53 for up to 5 sites.
Click the Save button.

Click the Close button.

To view Crystal Reports:

1.
2.
3.

o s

o N

9.
10.
11.

Double-click the Reports icon.

In the System field, type snj 187:6400.
In the User Name field, type
TSP_Construction.

In the Password field, type pave09.
In the Authentication drop-down list,
click the expand arrow and click
Enterprise.

Click Folders.

Click the TSP_Construction folder.
Click the desired report.

Enter the required Parameters.

Click the OK button.

View, Print, or Save the report.

To export a Crystal Report to PDF format.

1.
2.
3.

No ok

Generate the desired report.

Click the Export this Report button.
In the File Format drop-down list, click
the expand arrow and click Adobe
Acrobat (PDF).

Click the OK button.

Click the Save button.

Save the report in the desired location.
Exit Crystal Reports.

To identify items to be excluded from the
Construction Layout calculations:

1.

arwn

o

9

10.

Double-click the Contract
Administration icon.

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

Click the Open button.

In the Contract list box, scroll to and
double-click the desired Contract ID.
Click the Attachments button.
Double-click the Construction Layout
Program attachment.

Scroll to and click the Exclude check box
for all items to be excluded from the
Construction Layout Calculations.

Click the Save button.

Click the Close button.

To view the planned man hours for a Contract:;

1.

abrwn

o

8.
9.

Double-click the Contract
Administration icon.

Double-click the Contract Records icon.
Double-click the Contracts icon.
Click the Open button.

In the Contract list box, scroll to and
double-click the desired Contract ID.
Click the Attachments button.
Double-click the Contract Manpower
Program attachment.

Click the Planned Hours folder tab.
Click the Close button.

To add personnel to the Contract Manpower
Program:

1.

abrwn

o

11.

12.
13.

Double-click the Contract
Administration icon.

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

Click the Open button.

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

Click the Contract Personnel folder tab.
In the Available Personnel List, scroll to
and click the desired personnel.

Click the Add button.

Repeat steps 8 and 9 until all personnel
are added.

In the Firm list box, double-click the
desired firm.

Click the Close button.

Click the Close button.
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To view the Contract Authority window:

22.

In the Attachment Security box, click the
Add All button.

1. Double-click the Contract 23. Click the Add button.
Administration icon. 24. Click the Save button.

2. Double-click the Contract Records icon. 25. Click the Close button.

3. Double-click the Contract Authority
icon. To add a permit:

4. In the User Identification list box, scroll .
to and click the desired User. 1. Doub_le_-cllck_the_Contract

5. View the Contract Authority Admmlst_ratlon icon. .
information in the bottom portion of the 2. Double—cl!ck the Contract Records icon.
window. 3. unble—cllck the Contracts icon. _

6. Click the Close button. 4. Click the SerV|ces_ menu, and then click the

Choose Keys choice.
: 5. Inthe Contract ID list box, scroll to and
Ztct)a(;werit:n?: Correspondence Log record with an double-click the desired Contract ID.
6. Double-click the Permits icon.

1. Double-click the Contract 7. Inthe Permit Type drop-down list, click
Administration icon. the expand arrow and click the desired

2. Double-click the Contract Records icon. permit.

3. Double-click the Correspondence Log 8. Inthe Submitted Date field, type the
icon. desired date.

4. Click the Services menu, and then click the 9. Inthe Effective Date field, type the
Choose Keys choice. desired date.

5. Inthe Contract ID list box, scroll to and 10. Inthe Expiration Date field, type the
double-click the desired Contract ID. desired date.

6. Inthe Correspondence Type drop-down 11. In the Permit Number field, type the
list, click the expand arrow and click the permit number.
desired correspondence type. 12. Click the Save button.

7. In the drop-down list, click the expand 13. Click the Close button.
arrow and click Received or Sent.

8. Inthe On field, type the date the To delete a Key Date:
correspondence was received or sent. .

9. Inthe Sent From field, type who sent the 1. Doub_le_-cllck_the_Contract
correspondence. Admmlstl_’atlon icon. _

10. In the Sent To field, type to whom the 2. Double-cl!ck the Contract R_ecords icon.
correspondence was sent. 3. Double-click the Ke)_/ Dates icon.

11. In the Document Category drop-down 4. Inthe Co_ntract ID I_|st box, scroll to and
list, click the expand arrow and click the double-click the de5|red_ Cont_ract ID.
desired document category. 5 In the Key Date Type list, click the

12. In the Major Topics field, type the major de_swed Key Date.
topics. 6. Cl!ck the Delete button.

13. Click the Save button. 7. CI!Ck the Yes button.

14. Click the Attachments button. 8. Click the Save button.

15. Click the New OLE button. 9. Click the Close button.

16. Click the Create from File button

17. Browse to the desired document.

18. Click the Open button.

19. Click the OK button.

20. In the Name field, type the name of the
attachment.

21. In the Description field, type the
description of the attachment.
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To modify a Key Date:

1.

wmn

9

Double-click the Contract
Administration icon.

Double-click the Contract Records icon.
Double-click the Key Dates icon.

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

In the Key Date Type list, click the
desired Key Date.

In the Projected Date field, type the
projected date.

In the Actual Date field, type the actual
date.

In the Recipient or Distribution List
field, perform a Search and double-click
the desired person or distribution list.
Click the Save button.

10. Click the Close button.

To delete a Checklist Event Date:

1.

N

o

© o~

Double-click the Contract
Administration icon.

Double-click the Contract Records icon.
Double-click the Checklist Scheduled
Events icon.

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

In the Event Type list, click the desired
event.

Click the Delete button.

Click the Yes button.

Click the Save button.

Click the Close button.

To schedule a Checklist Event Date:

1.

Double-click the Contract
Administration icon.

Double-click the Contract Records icon.
Double-click the Checklist Scheduled
Events icon.

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

In the Event Type list, click the desired
event.

In the Next Proj Date field, type the
desired date.

In the Number of Occurrences field, type
the number of occurrences.

In the Recipient or Distribution List
field, perform a Search and double-click
the desired person or distribution list.

9.

10.

Click the Save button.
Click the Close button.

To view a subcontract:

1.

w

Double-click the Contract
Administration icon.

Double-click the Contractor
Management icon.

Double-click the Subcontracts icon.

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

In the Subcontract list box, scroll to and
double-click the desired SubCont Nbr.
Click the Items folder tab.

Click the Close button.

To create the Contract Master List:

o™

10.
11.
12.

13.

Click the Daily Work Reports icon.
Click the Reference Tables icon.

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

Click the Equipment radio button.
Click the Add All button to add all
options.

Click the Save button.

Click the Personnel radio button.
Click the Add All button to add all
options.

Click the Save button.

Click the Staff Member radio button.
Click the Add All button to add all
options.

Click the Close button.

To associate DWR Templates:

14,
15.
16.

17.
18.
19.

20.
21.

Click the Daily Work Reports folder tab.
Click the Daily Work Reports folder tab.
Double-click the Contract Item — DWR
Template icon.

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

In the Project Nbr list box, scroll to and
double-click the desired PCN.

Click the Generate button.

Click the Save button.

Click the Close button.
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To enter the Work Begin and Official Contract Start

Date:

1. Double-click the Contract
Administration icon.

2. Double-click the Contract Records icon.

3. Double-click the Contracts icon.

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

5. Click the Critical Date folder tab.

6. Inthe Critical Date Description list,
click Work Begin Date.

7. Inthe Actual Occurrence Date field,
type the desired date.

8. Inthe Recipient field, perform a Search
and double-click the desired recipient.

9. Click the Save button.

10. In the Critical Date Description list,
click Official Contract Start Date.

11. In the Actual Occurrence Date field,
type the desired date.

12. Click the Save button.

13. Click the Close button.
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Summary for Section 3
In the following exercise you will prepare the Contract 8888B for work.
Login: tpxxxxx  Group: RE Contract: 8888B
1. Navigate to the Contracts window and open Contract ID 8888B.

2. Review the DC 34 Key Contact Personnel template. (Hint — Services Menu, Custom
Record Choice)

3. Who is the Project Superintendent? _Daryl Harms

4. ldentify that the following items should be excluded from the Construction Layout
adjustment calculations (Hint — Contracts window, Attachments button):

Category Nbr 0001, Line Nbr 0001, Item Code 151003M, Description Performance Bond
and Payment Bond

Category Nbr 0001, Line Nbr 0003, Item Code 153003P, Description Progress Schedule
Category Nbr 0001, Line Nbr 0042, Item Code 157003M, Description Construction Layout

5. Associate the following Personnel to the Contract in the Contract Manpower
Program (Hint — Contracts window, Attachments button):

Brown, Sam Lewis, Tyler
Jones, Kelly Rodriguez, Angel

6. What window in SiteManager displays the Contracts which can be accessed by each
SiteManager User? ___ Contract Authority

7. What window in SiteManager should be used to record correspondence between
NJDOT and the Contractor? _Correspondence Log

8. Add the following permit to Contract ID 8888B:

Permit Type: NJDEP Stormwater Expiration Date: 07/31/09

Management
Permit Number: HPA-115-2008

Submitted Date: 07/25/08

Effective Date: 08/01/08
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10.

11.

12.

13.
14.
15.
16.
17.

Modify the following Key Dates:
Delete Key Date Type: Mylars Submission

Enter the Projected Date for the RE Estimated Completion Date as 10/27/08 and Warren,
Jackie as the Recipient.

Schedule the following Checklist Events:

Delete Checklist Event: Ins-Pollution Liab.

For Event Type AD 267, enter the following information:
= Next Projected Date: 09/04/08
= Number of Occurrences: 999
= Recipient: Reed, Logan

Navigate to the Subcontracts window. How many Subcontractors are on Contract ID
8888B7 _ 2

Navigate to the Contract Master List window and association all equipment,
personnel types, and NJDOT work activities to IEW Contr. Group.

Associate all DWR Templates to Contract ID 8888B.

Navigate to the Contracts window.

Enter the Work Begin Date as 08/11/08 and Clay, Andy as the Recipient.
Enter the Official Contract Start Date as 08/11/08.

Exit SiteManager.
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4 Maintaining Contracts

By the end of this section, you will be able to:
Record a Checklist Event
Start a Milestone
Record Stockpiled Material Information
Record a Force Account

Record a Claim in SiteManager
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Recording a Checklist Event

The Checklist Event Dates panel lists the scheduled events for the selected
Contract. The data for the event selected in the top datawindow is
displayed in the bottom datawindow. The data shows a chronological
history of each occurrence of a repetitive scheduled event, and the Actual
Date recorded by the user for each occurrence. This panel lets the user
record the actual dates of the Checklist Scheduled Events, and add or
delete Checklist Event Date records.

ﬂ Checklist Event Dates -

Contract 1D: 7777C

Ewent Frequency Ewent Group Mext Proj Nbr of Required Dizer Required Ext
Type Type Type Date Occinc to Activate Ind Doc Type Ind
TAD 127E/CC257 Manthiy EECD 11,/06/08 997 h Y M
1331 Arnualy EED 08/12409 939 M b M

Quarterly EED /0809 938 N Y N

oty 0 N I I I I |
AD 268 Ore Time Only EED 03/04/08 M by M
DC127 Fanthly EEC 11/06/08 997 i W M
Monthly Training Report kMonthly EED 11/10/08 937 M N M
_v

Comments

10/06/08 00,/00,/00

Figure 4-1. The Checklist Event Dates Window

The Resident Engineer or his designee are to enter the actual date
for each Checklist Event as it occurs.

Missed Checklist Events will generate an estimate discrepancy.
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E ; Exercise 4-1

Main Panel > Contract Administration > Contract Records>
Checklist Event Dates

In the following exercise, you will record the actual date for a
checklist event.

Login: tpxxxxx  Group: OENGR Contract: ID
1. Double-click the SiteManager icon on your desktop.
2. Inthe User ID field, type tpxxxxx.
3. Press the Tab key.
4. In the Password field, type pass.
5. Press the Enter key.
6. Double-click the Contract Administration icon.
7. Double-click the Contract Records icon.
8. Double-click the Checklist Event Dates icon.
9. Inthe Contract ID list box, scroll to and double-click ID.
10. In the Event Type list, scroll to and click AD 267.

11. Click the Actual Date field for Project Date 09/04/08 and type
090308.

12. Click the Save button.

13. Click the Close button.
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Starting a Milestone

The Milestone panel lets the user add, modify, and delete Contract

Milestones. The user can enter an incentive or disincentive rate for each
milestone, and specify either days or hours to be used in calculating the
amount to be paid or withheld. The user also enters the dates the milestone

work was started and completed.

The user can not enter values for Milestone Number, Current Milestone

Completion Date, and Current Milestone Completion Time

ﬂ Milestones
Contract 1D: FriiC

Mistn Description Time Cur Mlstn
Mbr Uzed(®)] Cmpl Date
Stage 1a | oood oeed ||

4

Milestone Nbr: |01 Description: |Stage 1a

Onginal Milestone Compl: | 08/22/08 | 00:.00 Incentive Rate Amt: |—$.DD
Cumrent Milestone Compl: | 08/22/08 | 00:.00 Disincentive Rate Amt: l—m
Actual Completion: | 00/00/00 | 00:00 Incentive Cap Amt: l—m

Time Charges: [CALENDAR DAYS Bid Daps: 15 Charged: ] Adjusted: ;o
Hate Time Period: [Dapz Bid Hours: Hemaining: 15 Credit Daps: o
Date — Time ™ Preconstruction Ind
Work Start:

[ Milestone Compl Ind

Figure 4-2. The Milestones Panel

The SiteManager Coordinator is to enter milestones in the
Milestones window during the Contract Activation Process.

and Actual Completion dates as determined by the milestone.

An estimate discrepancy is generated by SiteManager if the

date.

decrease the allotted milestone time.

The Resident Engineer or his designee are to enter the Work Start

Actual Completion field is not entered by the expected completion

A Time Adjustment Change Order must be created to increase or
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E ; Exercise 4-2

Main Panel > Contract Administration > Contract Records>
Milestones

In the following exercise, you will start a Milestone for the
Contract.

Login: tpxxxxx  Group: OENGR Contract: ID
1. Double-click the Milestone icon.
2. Click Milestone 01 Stage 1a.
3. Inthe Work Start field, type 080708.
4. Click the Save button.

5. Click the Close button.
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Recording Stockpiled Material Information

The Stockpiled Materials panel lets the user select materials to be
stockpiled for the Contract and enter invoice data for the materials. The
panel displays Contract Line Item data in the top datawindow and
stockpiled material data in the bottom datawindow. This data is used
during estimate generation to determine the amount to be paid for the
Items installed. 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 is zero, or the user can close out the balance manually and
transfer it to another Contract.

Changing the Conversion Factor gives the user the ability to change
payment item adjustments based on how stockpile materials are used
during a given estimate period. When the Conversion Factor is set to zero,
line item adjustments are not calculated during the estimate process.

ﬂ Stockpiled Materials -

Contract ID: 7777C  Project Nbr: 7777C  CatgNbr: [0004  Line Itm Nbr: {1045
Units: W Unit Price: W Bid Quantity: W

Item Description:  [ELASTOMERIC CONCRETE BRIDGE JOINT SYSTEM

Supp Description 1: |

Supp Description 2: |

Matl Code: ,7 Stockpiled Desc: Elastomeric: Concrete Bridge Joint System Status: ,DDT
ice Date Invoice Numb Quantity Units Unit Price
BT o8 oo 20000 [LINEAR FODT x| |$1.70000
Conv Factor Conv Unit Price  Invoice Amt  Initial Invoice Payment Matl Sn  Replenish Sn
[1.00000 |$1.70000 |$204.00000  [$204.00 [1 o
HRemaining Oty Installed Qty To Date FPaid To Date
[120.000 [o00 oo

Figure 4-3. Stockpiled Materials Window
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Creating Stockpile

SiteManager calculates payments for Stockpiled Materials based on the
quantity of Material used per Contract Item. SiteManager does not
automatically apply portions of the invoiced Material quantity and
payment amount to different Contract Items. This means that the user must
decide how to allocate the invoiced amounts for a Stockpiled Material.
Before adding invoice data to SiteManager, the user must determine the
following:

Which Items include the invoiced Material
Which Contracts include these Items
How much of the total invoiced Material to allocate to each Item

If an initial payment amount is due, which Contracts or Contract
Items pay this amount

From these numbers, the user can calculate the values to enter in the
Quantity field of the Stockpiled Materials panel.

The Resident Engineer or his designee are to enter stockpiled
materials in SiteManager, ensuring that the initial payment
information is correct and does not exceed 85% of the bid amount
for the item.

Each Invoice must be added individually and to the correct
Project Line Item Number. The Initial Invoice Amount is the
amount that is paid for the stockpiled material on the next
estimate.

Stockpiled material reductions or additions to the pay amount on
an estimate are calculated and applied automatically in
SiteManager. Details regarding the stockpiled materials that have
been applied to the estimate can be seen in the Line Item
Adjustment window.
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E ; Exercise 4-3

Main Panel > Contract Administration > Contract Records >
Stockpiled Materials

In the following exercise, you add a stockpiled material.
Login: tpxxxxx  Group: OENGR Contract: ID
1. Double-click the Stockpiled Materials icon.

2. Click the Services menu, and then click the Choose Keys
choice.

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

4. Inthe Contract Item list box, scroll to and double-click
Category Nbr 0004, Line Nbr 0046, Item Code 507002P,
Description Elastomeric Concrete Bridge Joint System.

5. Inthe Stockpiled Desc field, type Elastomeric Concrete
Bridge Joint System.

6. Inthe Invoice Date field, type 080708.
7. Inthe Invoice Number field, type 0001.
8. In the Quantity field, type 120.

9. In the Units drop-down list, click the expand arrow and click
Linear Foot.

10. In the Unit Price field, type 1.70.

11. In the Conv Factor field, type 1.00.

12. Press the Tab key.

13. In the Initial Invoice Payment field, type 204.00.
14. Click the Save button.
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Replenishing a Stockpile

The Stockpiled Materials window also allows you to add to an existing
stockpile by replenishing it. After opening the existing stockpile, you use
the Services menu’s Replenish Stockpile choice to add to the existing
stockpile. The menu selection only blanks out the Quantity field, so care
should be taken to modify the other fields appropriately, particularly the
Initial Invoice Payment field because this is the value that is paid on the
next estimate.

ﬂ Stockpiled Materials -

Contract 1D: W Project Nbr: W Catg Nbr: W Line Itm Nbr: 10046
Units: W Unit Price: ,W Bid Quantity: ,W

Item Description:  [ELASTOMERIC COMCRETE BRIDGE JOINT S'YSTEM

Supp Description 1: |

Supp Description 2: |

Matl Code: ,7 Stockpiled Desc: Elastomeric: Concrete Bridge Joint System Status: ,DDT
Date | ice Humb Quantity Units Unit Price
G E05 ooz fon.o00 [LIME&R FOOT »| |$1.70000
Conv Factor Conv Unit Price  Invoice Amt  Initial Invoice Payment Matl Sn  Replenish Sn
[1.00000 |$1.70000 |$170.00000  [$170.00 [1 i
HRemaining Oty Installed Qty To Date FPaid To Date
[100.000 |.ooo foo

Figure 4-4. Stockpiled Materials Window

The Resident Engineer or his designee are to replenish the
stockpiled materials as necessary. Each Invoice must be added
individually and to the correct Project Line Item Number.
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E ; Exercise 4-4

Main Panel > Contract Administration > Contract Records >
Stockpiled Materials

In the following exercise, you replenish a stockpiled material.
Login: tpxxxxx  Group: OENGR Contract: ID

1. Click the Services menu, and then click the Replenish
Material choice.

2. Inthe Invoice Date field, type 081808.

3. Inthe Invoice Number field, type 0002.

4. In the Quantity field, type 100.

5. In the Unit Price field, type 1.70.

6. Press the Tab key.

7. Inthe Initial Invoice Payment field, type 170.00.

8. Click the Save button.
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Closing a Stockpile

The Stockpiled Materials window also allows you to close an existing
stockpile. After opening the existing stockpile, you use the Services
menu’s Close Out Balance choice to remove remaining quantity in the
existing stockpile. SiteManager will create a deduction on the next
estimate for the remaining quantity times the unit price of the material that
remained in the stockpile prior to closing it out.

File  Edit

5
Process Status
Close Out Balance  Chrl4-Shift+B
Contr,  Replenish Material w: f777E Catg Nbr: 0004 Line Itm Nbr: 0045
Units: W Unit Price: W Bid Quantity: ’W

Item Description: [ ELASTOMERIC COMCRETE BRIDGE JOINT SYSTEM
Supp Description 1: |

SUWEEN Window  Help

Supp Description 2: |

Matl Code: M Stockpiled Dese: Elastomeric Concrete Bride Joint System Status: [Open
Date {umb Quantity Units Unit Price
8N siog o002 f100.000 [LINE&R FOOT x| |$1.70000
Conv Factor Conv Unit Price  Invoice Amt  Initial Invoice Paypment Matl Sn Replenizsh Sn
[1.00000 |$1. 70000 |$170.00000  [$170.00 [1 [1
Remaining Oty Installed Qty To Date  Paid To Date
[100.000 |.000 foo

Figure 4-5. Stockpiled Materials Window — Close Out Balance

The Resident Engineer or his designee are to close out active
stockpiles during the Contract Finalization Process.

If necessary the Resident Engineer or his designee is to then
initiate a Change Order to balance the recouped payment if
possession of the material is retained by NJDOT.
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E ; Exercise 4-5

Main Panel > Contract Administration > Contract Records >
Stockpiled Materials

In the following exercise, you close out a stockpiled material.
Login: tpxxxxx  Group: OENGR Contract: 7777E

1. Click the Open button.

2. Click the Contract ID button.

3. Inthe Contract list box, scroll to and double-click Contract ID
T777E.

4. In the Stockpiled Materials list box, scroll to and double-click
Category Nbr 0004, Line Nbr 0046, Invoice Number 0002.

5. Click the Services menu, and then click the Close Out
Balance choice.

6. Click the Save button.

7. Click the Close button.
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Recording a Force Account

In NJDOT, the Resident Engineer or his designee should create the force
account record in SiteManager as necessary. The Inspector should record
the hours the equipment was used, the hours personnel worked, and the
amount of material used on the Force Account folder tab in the Daily
Work Report window. The Inspector should contact the Resident Engineer
or his designee if updates are needed to the Force Account window to
accurately reflect the equipment, personnel types, and material used on the
Force Account. The daily record of the Force Account work submitted by
the contractor should be attached to the Daily Work Report.

To initiate payment for the Force Account, the Resident Engineer or his
designee should create a Change Order which should be linked to the
Force Account to pay the Contractor. A Force Account item with a
supplemental description which coincides with the number of the Force
Account will be added to the Contract for the approximate amount of the
Force Account as determined by the Contractor’s and Resident Engineer’s
estimate. For example, Force Account #1 should be paid with the Force
Account Item with a supplemental description of Force Account #1 and
Force Account #2 should be paid the Force Account Item with a
supplemental description of Force Account#2, etc.

Once the Force Account is complete, the total amount of the Force
Account should be paid on the Daily Work Report with the appropriate
Force Account item. An adjusting Change Order should be created so that
the Force Account Item’s final quantity reflects the amount of the Force
Account.

4 Maintaining Contracts
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Adding Force Account Equipment

The Equipment folder tab lets you create new Force Accounts and add
equipment and usage rates.

When a new Force Account is created, the equipment, labor, and materials
can be listed generically so that the inspector can begin recording usage
data in Daily Work Reports.

N

E quipment " Labar T Material ¢ Surmmary
Contract 1D: |F7F77C Force Account ID: |17
Description: |In|et Reconstruction Equipment: |$.DD Adj: |.DD 4
Purposze: |HepairDeteri0ratedlnIet Labor: |$.00 Adj: |00 b4
Materials: |$.00 Adj: |00 4
Subtotal: |£.00
Other Adjustment: |$DD7
Total: |$.00
Force Account Equipment Description Uzed Rate Idle Rate Owned or Rented Type
Combination Backhoe $38.20 $7.23 [Contractor Dwned -]
150 CFM Diesel i Compressar $12.14 $1.55
804 Jackhamme

Figure 4-6. The Force Account Panel

The Resident Engineer or his designee is to enter the description
and purpose of the Force Account on the Equipment folder tab.

Equipment to be used for the Force Account is to also be
established on the Equipment folder tab. Additional equipment
may be added to the Force Account at any time.

Only equipment,
labor, and
material
established in the
Force Account
window will be
available on a
DWR.

4-14
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E ; Exercise 4-6

Main Panel > Contract Administration > Contract Records > Force
Accounts

In the following exercise, you will add a Force Account and Force
Account equipment.

Login: tpxxxxx  Group: OENGR Contract: ID

1. Double-click the Force Accounts icon.

no

Click the Services menu, and click the Choose Keys choice.
3. Click the NO button.

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

5. Inthe Description field, type Inlet Reconstruction.

6. Inthe Purpose field, type Repair Deteriorated Inlet.
7. Click the Force Account Equipment Description area.
8. Click the New button.

9. Inthe Force Account Equipment Description field, type
Combination Backhoe.

10. In the Used Rate field, type 38.20.
11. In the Idle Rate field, type 7.23.

12. In the Owned or Rented Type drop-down list, click the
expand arrow and click Contractor Owned.

13. Click the Save button.
14. Click the New button.

15. In the Force Account Equipment Description field, type 150
CFM Diesel Air Compressor.

16. In the Used Rate field, type 12.14.
17. In the Idle Rate field, type 1.55.
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18.

19.
20.
21.

22.
23.
24,

25.

In the Owned or Rented Type drop-down list, click the
expand arrow and click Contractor Owned.

Click the Save button.
Click the New button.

In the Force Account Equipment Description field, type 90 #
Jackhammer.

In the Used Rate field, type .81.
In the Idle Rate field, type .21.

In the Owned or Rented Type drop-down list, click the
expand arrow and click Contractor Owned.

Click the Save button.
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Adding Force Account Labor

The Labor folder tab lets you create and maintain a list of Force Account
workers and their wage rates.

e

* Equipment 1 Labor ~ Material * Summary
Contract ID: [7777C Force Account ID: |1
Description: ||n|et Feconstuction E quipment: |$.EIEI Adj: |.DD -4
Purpoze: |F|epairDeteri0ratedInIet Labor: $.00 Adp: [25.00 X

Materials: $.00 Ady: |00 X

Subtotal: |$.00
Other Adjustment: |§.00

Total: |$.00
Worker Class Regular Fringe Overtime
Hame Rate Rate Rate
Joe Digger Operator-Backhoe - 342,00 $.00 $63.00
M anuel Ortega Labor-Powertool | $32.00 $.00 $48.00
doesoh Lonto QN - o [0 lwen | |

Figure 4-7. Force Account Labor Folder Tab

The Resident Engineer or his designee is to enter the names of
each person working on the Force Account. Additional workers
may be added to the Force Account at any time.

If the Force Account work is performed by a subcontractor, the
Resident Engineer or his designee is to manually calculate the
additional 5% due to the Contractor and enter the amount in the
Other Adjustment field. Supporting documentation is to be
attached to the Force Account.
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E ; Exercise 4-7

Main Panel > Contract Administration > Contract Records > Force
Accounts

In the following exercise, you will add Force Account labor.
Login: tpxxxxx  Group: OENGR Contract: ID

1. Click the Labor folder tab.

2. Inthe Labor Adj % field, type 25.

3. Click the Worker Name area.

4. Click the New button.

5. Inthe Worker Name field, type Joe Digger.

6. Inthe Class drop-down list, click the expand arrow and click
Operator-Backhoe.

7. Inthe Regular Rate field, type 42.00.

8. Inthe Overtime Rate field, type 63.00.

9. Click the Save button.

10. Click the New button.

11. In the Worker Name field, type Manuel Ortega.

12. In the Class drop-down list, click the expand arrow and click
Labor-Powertool.

13. In the Regular Rate field, type 32.00.

14. In the Overtime Rate field, type 48.00.

15. Click the Save button.

16. Click the New button.

17. In the Worker Name field, type Joseph Lombardi.

18. In the Class drop-down list, click the expand arrow and click
Laborer.
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19. In the Regular Rate field, type 28.00.
20. In the Overtime Rate field, type 42.00.

21. Click the Save button.
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Adding Force Account Materials

The Material folder tab lets you create and maintain a list of Force
Account materials and related invoice quantities and costs.

e

* Equipment " Labar " Material Summary

Contract |D: |F7F77C Force Account ID: |1

Description: (Inlet Reconstruction Equipment: [$.00 Adj: |00 b4
Purpose: [Fepair Deteriorated Inlet Labor: [$.00 Adj: [25.00 %
Materialsz: [$.00 Adj: [25.00 %
Subtotal: $.00
Other Adjustment: [$.00
Total: 00
Invoice ID Invoice Dt Contract FA Material Description Delivered Qty Units Type  Unit Price
100-01 08/07/08  Concrete Inlet Block 100.000{IMHIT v | $3.50000
100-01 08/07/08  Tppe 3 Cement 50.000| BAG ~ | $10.00000
100-01 08/07/08  Sand 1.000| TOM | $25.00000

Figure 4-8. Force Account Materials Folder Tab

The Resident Engineer or his designee is to enter the invoice
information for materials used on the Force Account. Additional
material may be added to the Force Account at any time.
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ZER

Main Panel > Contract Administration > Contract Records > Force

Exercise 4-8

Accounts

In the following exercise, you will add Force Account materials.

10.
11.
12.
13.
14.
15.

16.
17.

Login: tpxxxxx  Group: OENGR Contract: ID

Click the Material folder tab.

In the Material Adj % field, type 25.
Click the Invoice ID area.

Click the New button.

In the Invoice ID field, type 100-01.
In the Invoice Dt field, type 080708.

In the Contract FA Material Description field, type
Concrete Inlet Block.

In the Delivered Qty field, type 100.

In the Units Type drop-down list, click the expand arrow and
click Unit.

In the Unit Price field, type 3.50.
Click the Save button.

Click the New button.

In the Invoice ID field, type 100-01.
In the Invoice Dt field, type 080708.

In the Contract FA Material Description field, type Type 3
Cement.

In the Delivered Qty field, type 50.

In the Units Type drop-down list, click the expand arrow and
click Bag.

4 Maintaining Contracts
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18.
19.
20.
21.
22,
23.
24,
25.

26.
217.

In the Unit Price field, type 10.00.

Click the Save button.

Click the New button.

In the Invoice ID field, type 100-01.

In the Invoice Dt field, type 080708.

In the Contract FA Material Description field, type Sand.
In the Delivered Qty field, type 1.0.

In the Units Type drop-down list, click the expand arrow and
click Ton.

In the Unit Price field, type 25.00.

Click the Save button.
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Viewing Force Account Totals

This is a view-only panel. The Force Account Summary folder tab
calculates and displays the total actual cost of the Force Account and the
actual costs per type and per day. The total actual costs are derived from
the hours and quantities reported on Daily Work Reports. The user can
access the Daily Work Reports from this panel.

e

* Equipment " Labar T Material ¢ Summary
Contract ID: 77776 Force AccountID: 1
Description: |In|et Reconstruction Equipment: |$'I T8.70 Adi |.DD X
Purpose: |HepairDeterioratedInlet Labor: [$440.00 Adp 2500 %
Materials: |$312.50 Adp 2500 %
Subtotal: $531.20
Other Adjustment: lﬂiﬂlji
Total: |$331.20
Costs 5
Daily ID Labor Fringe Equipment Material Total
3 | s om0 sof___sianm s |
Daily ID Totals: |  $35200 | 3000 17870  $250.00 $780 70
Daily ID Adjustments: | 38300 | $0.00 | $62.50 | $150.50
Force Account Adjustment: ﬁw
w

Figure 4-9. The Force Account Summary Folder Tab

The Resident Engineer or his designee are to view the Summary
folder tab to obtain the total amount of the Force Account
recorded on Daily Work Reports. This amount is then compared
to the Change Order to be sure the funding is accurately secured
and the Force Account work is accurately paid.
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E ; Exercise 4-9

Main Panel > Contract Administration > Contract Records > Force
Accounts

In the following exercise, you will view the Force Account totals.
Login: tpxxxxx  Group: OENGR Contract: 7777G

1. Click the Open button.

2. Click the Contract ID button.

3. Inthe Contract ID list box, double-click Contract ID 7777G.

4. In the Force Acct Id list box, scroll to and double-click Force
Account ID 1.

5. Click the Summary folder tab.
6. Verify the Force Account Adjustment Total.

7. What is the Force Account total? _$931.20

8. Click the Close button.
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Recording a Claim in SiteManager

The Dispute/Claim window allows the user to track claims related to a

Contract. The user may add, modify, and delete claim records. In NJDOT,

the Resident Engineer or his designee should maintain the
Disputes/Claims window.

In NJDOT, once the contractor submits form DC 161, the Resident
Engineer or his designee should enter the claim information in
SiteManager in the Disputes/Claims window. A record of the
correspondence should also be created in the Correspondence Log
window, and the DC 161 should be attached to the Correspondence
record. The Resident Engineer or his designee should then use the
Forward To function in the Services menu of the Correspondence Log
window to notify the Project Manager of the pending claim. The Project
Manager should use the information in the SiteManager Disputes/Claims
window and the DC 161 to enter claim tracking information in PRS. As
the claim proceeds through the claims tracking process, the Resident
Engineer should update the Description folder tab with the Status and
Resolution Level of the claim.

4 Maintaining Contracts

4-25



Creating a Claim Record

The Description folder tab displays the basic description data that can be
added, deleted, updated, or viewed.

In NJDOT, all records should be entered as a Claim with the following
fields completed:

= Status
= Category Type

= Requested Days - Number of days requested by the Contractor in the
claim. Either Requested Amt or Requested Days is required. If this is
not known at the time of claim notice, this field should be left blank
and the requested number of days entered once this is known.

= Requested Amt - Dollar amount requested by the Contractor in the
claim. Either Requested Amt or Requested Days is required. If this is
not known at the time of the claim notice, $1.00 should be entered in
this field, and then changed to the actual requested amount once the
amount is known.

= Settled Days - Days settled for the claim, if the settlement is directly
linked to this claim. If a settlement includes multiple claims, this field
should be left blank and the decision should be entered in the Remarks
field.

= Settled Amt - Amount settled for the claim, if the settlement is directly
linked to this claim. If a settlement includes multiple claims, this field
should be left blank and the decision should be entered in the Remarks
field.

= Received Date - Date the claim was received by NJDOT. This is a
required field

= Contractor Accepted Date - Date the Contractor accepted the NJDOT
offer in writing. Cannot be after the current date or equal to the Dept
Resolved Date.

= Dept Resolved Date - Date the claim was resolved. Cannot be after the
current date. On active Contracts this date will be entered by the
Resident Engineer and will be one of the following:

e The date the Change Order is executed

e The date the claim is withdrawn

NJDOT specific
information.
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e The date of the unconditioned final certificate

e On Contracts that are no longer active, this date will be entered
by the Project Manager and will one of the following:

e The date the AD-12 is executed
e The date the claim is withdrawn

e The date of the final court decision (when a zero dollar
decision is made by the courts, otherwise an Ad-12 needs to be
executed to pay for the settlement)

e Details should be entered in the Remarks field as appropriate.
= Resolution Level
=  Remark - At a minimum this field will include the following:

e Description of the Claim

e Contractor Reference Number

e Claim Event Date

e Multiple Claim settlement amount/days details, if applicable

Before a Contract should be considered complete, all Claims must have a
date in the Dept Resolved Date field. If the claim proceeds to litigation,
the date the claim was escalated to litigation should be entered in this field
and comments should be entered in Remarks that the claim is in litigation.

ﬂ Disputes f Claims -

Description K Recipients " RelatedRecords

Contract ID: 777iC

Dispute 1D: 1 Type Ind: |Clam ~]| Status: | Claim Notic_v | Subcontr ID: | -l
Category Type: | Character of Work - E stimate Nbr: Requested Dayps: m
Requested Amt: .00 Settled Days: [ Settled Amt: .00

Received Date: ’m Logged Date: ’m Diary Start Date:
Diary End Date: | 00/00/00 Contractor Accepted Date: | 00/00/00 Dept Resolved Date: | 00/00/00
Resoluti FHWA Concurrence Date: | 00/00/00 Release/Payment Date: | 00/00/00
Level: |Spaces El
Remarks: |additional time is requested based on lane occupancy reshiction initiated by the Department that
were not in the Contract’s Traffic Control Plans. Contractor's Ref Number: IEW-7777C-01.

Claim Event Date: 08/01/08.

Froject Humber Line Item Item Code Short Description Seq Nbr

Figure 4-10. The Dispute/Claim Description Folder Tab
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The Resident Engineer or his designee are to create and update
claim information in SiteManager.

Z=h

Main Panel > Contract Administration > Contract Records >
Disputes/Claims

Exercise 4-10

In the following exercise, you will add a claim to the Contract.

Login: tpxxxxx  Group: OENGR Contract: 1D
Double-click the Disputes/Claims icon.

Click the Services menu, and then click the Choose Keys
choice.

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

In the Type Ind drop-down list, click the expand arrow and
click Claim.

In the Status drop-down list, click the expand arrow and click
Claim Notice Only.

In the Category Type drop-down list, click the expand arrow
and click Character of Work.

In the Requested Days field, type 10.
In the Received Date field, type 082008.

In the Remarks field, type Additional time is requested
based on lane occupancy restriction initiated by the
Department that were not in the Contract’s Traffic Control
Plans. Contractor’s Reference Number: IEW-1D-01. Claim
Event Date: 08/01/08.

10. Click the Save button.

11. Click the Close button.
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Forwarding a Correspondence Log Record for Review

All correspondence relating to claims should be entered in the
Correspondence Log window with a Category Type of Claims/Disputes.
The correspondence, including the DC 161 should be attached to the
Correspondence record. Additionally, the Project Manager should be
notified via the Forward To function of all Correspondence relating to the
Claim.

File Edit m Window  Help
4

NJDOT is not
using the
Recipients folder
tab. SiteManager
records linked to
the Claim can be
viewed on the
Related Records

Process Skatus

Contrac MR RETIRNSEE SIS ¢ Comrespondence Serial Number: N
Comespondence Type: |F|:|rrn

|Feceived | Onc [03/20/03 Conespondence 1D: |

Sent From: |Ev/ CONSTR GF.

Sent To: Kelly Jones

Document Category: |EIaims;"Di$putes ﬂ

Document Location: li

Major Topics: rt 161, claim an lane restrictions establizhed by

department.

Related Correzpondence: |EI

Required Rezponze Text: |

Dizpute: IDi

Figure 4-11. The Dispute/Claim Description Folder Tab
The Resident Engineer or his designee are to create a
Correspondence Log record to document all claim related
correspondence, and are to then forward the claim information to
the Project Manager via the Forward To option in the
Correspondence Log window. The Correspondence Log record is
then linked to the appropriate claim in the Dispute ID field.
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ZER

Exercise 4-11

Main Panel > Contract Administration > Contract Records >
Correspondence Log

In the following exercise, you will create a Correspondence Log to

document a claim, attach Form DC 161, and forward the
Correspondence to the Project Manager.

10.
11.
12.
13.
14.
15.

Login: tpxxxxx  Group: OENGR Contract: 1D

Double-click the Correspondence Log icon.

In the Correspondence Type drop-down list, click the expand

arrow and click Form.

In the drop-down list, click the expand arrow and click
Received.

In the On field, type 082008.
In the Sent From field, type IEW CONSTR GP.
In the Sent To field, type Kelly Jones.

In the Document Category drop-down list, click the expand
arrow and click Claims/Disputes.

In the Major Topics field, type DC 161, claim on lane
restrictions established by department.

In the Dispute field, perform a Search and double-click
Dispute ID 1.

Click the Save button.

Click the Attachments button.
Click the New OLE button.

Click the Create from File button.

Click the Browse button.

Click the DC161 file to be attached in the following location:

C\SMTRAINS\SMFILES.
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16.
17.
18.
19.

20.
21.
22,
23.

24,

25.
26.
27,
28.
29.

Click the Open button.
Click the OK button.
In the Name field, type 20080820DC161.

In the Description field, type DC 161 Submitted by
Contractor.

In the Attachment Security box, click the Add All button.

Click the Add button.

Click the Save button.

Click the Services menu, and then click the Forward To...

choice.

In the User Name list box, scroll to and click User Name
Jackson, Bailey.

Click the OK button.
Click the OK button.
Click the Save button.
Click the Close button.

Click the Main Panel folder tab.

4 Maintaining Contracts
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Review for Section 4

To record the actual date for a checklist event:

To add a stockpiled material:

1. Double-click the Contract Administration 1. Double-click the Contract Administration
icon. icon.
2. Double-click the Contract Records icon. 2. Double-click the Contract Records icon.
3. Double-click the Checklist Event Dates 3. Double-click the Stockpiled Materials
icon. icon.
4. Inthe Contract ID list box, scroll to and 4. Click the Services menu, and then click the
double-click the desired Contract ID. Choose Keys choice.
5. Inthe Event Type list, scroll to and click 5. Inthe Contract ID list box, scroll to and
the desired Event. double-click the Contract ID.
6. Click the Projected Date/Actual Date area. 6. Inthe Contract Projects list box, scroll to
7. Click the Actual Date field and type the and double-click the desired PCN.
actual date. 7. Inthe Contract Item list box, scroll to and
8. Click the Save button. double-click the desired Contract Item.
9. Click the Close button. 8. Inthe Stockpiled Desc field, type the
. . description of the Stockpile.
To starta milestone for a Contract. 9. Inthe Invoice Date field, type the date.
1. Double-click the Contract Administration 10. Inthe Invoice Number field, type the
icon. invoice number.
2. Double-click the Contract Records icon. 11. In the Quantity field, type the quantity.
3. Double-click the Milestone icon. 12. In the Units drop-down list, click the expand
4. In the Contract ID list box, scroll to and arrow and click the unit of measurement.
double-click the desired Contract ID. 13. Inthe Unit Price field, type price per unit.
5. Click the Milestone. 14. In the Conv Factor field, type the
6. Inthe Work Start field, type the milestone conversion factor.
date. 15. Press the Tab key.
7. Click the Save button. 16. In the Initial Invoice Payment field, type
8. Click the Close button. the initial payment..
17. Click the Save button.
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To replenish a stockpiled material:

1.

N

o ks

8.
9.

10.
11.
12.
13.

14

15.

Double-click the Contract Administration
icon.

Double-click the Contract Records icon.
Double-click the Stockpiled Materials
icon.

Click the Open button.

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

In the Stockpiled Materials list box, scroll
to and double-click the desired stockpiled
material.

Click the Services menu, and then click the
Replenish Material choice.

In the Invoice Date field, type the date.

In the Invoice Number field, type the
invoice number.

In the Quantity field, type the stockpile
quantity.

In the Unit Price field, type price per unit.
Press the Tab key.

In the Initial Invoice Payment field, type
the initial payment.

Click the Save button.

Click the Close button.

To close out a stockpiled material:

1.

2.
3.

e

Double-click the Stockpiled Materials
icon.

Click the Open button.

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

In the Stockpiled Materials list box, scroll
to and double-click the stockpiled material.
Click the Services menu, and then click the
Close Out Balance choice.

Click the Save button.

Click the Close button.

To add a Force Account:

1
2.
3.
4

©

10.
11.
12.

13.
14,
15.

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.

33.
34.

Double-click the Contract Records icon.
Double-click the Force Accounts icon.
Click the Open button.

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

In the Description field, type the Force
Account description.

In the Purpose field, type the purpose of the
Force Account.

Click the Force Account Equipment
Description area.

Click the New button.

In the Force Account Equipment
Description field, type the equipment.

In the Used Rate field, type the equipment
rate.

In the Idle Rate field, type the idle rate.

In the Owned or Rented Type drop-down
list, click the expand arrow and click owned
or rented.

Click the Save button.

Click the Labor folder tab.

In the Labor Adj % field, type the labor
adjustment percentage.

Click the Worker Name area.

Click the New button.

In the Worker Name field, type the
worker’s name.

In the Class drop-down list, click the expand
arrow and click the worker’s classification.
In the Regular Rate field, type the worker’s
rate.

In the Overtime Rate field, type the
worker’s overtime rate.

Click the Save button.

Click the Material folder tab.

In the Material Adj % field, type material
adjustment percentage.

Click the Invoice ID area.

Click the New button.

In the Invoice ID field, type the invoice ID.
In the Invoice Dt field, type the invoice
date.

In the Contract FA Material Description
field, type the name of the material.

In the Delivered Qty field, type quantity
delivered.

In the Units Type drop-down list, click the
expand arrow and click the unit.

In the Unit Price field, type price per unit.
Click the Save button.

Click the Close button.
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To view Force Account totals:

To create a Correspondence Log to document a

1. Double-click the Contract Records icon. claim, attach Form DC 161, and forward the
2. Double-click the Force Accounts icon. Correspondence to the Project Manager:
3. Click the Open button. . L .
4. Inthe Contract ID list box, double-click the 1. zgzble-cllck the Contract Administration
Contract ID. . . .
5. Inthe Force Account ID list box, scroll to g Bgﬁg:gg::gt :22 gg?:g?cgr?;:gggigon'
and double-click the Force Account. ) icon P g
6. Click the Summary folder tab. - . .
7. Verify the Force Account Adjustment 4. Click the Service menu, and then click the
Choose Keys choice.
Total 5. Inthe Contract ID list box, scroll to and
8. Click the Close button. double-click the desired Contract ID.
To add a claim to a Contract: 6. Inthe Correspondence Type drop-down
. L . list, click the expand arrow and click Form.
1. :?:gﬁble-cllck the Contract Administration 7. In the drop-down list, click the expand
: . . arrow and click Received.
2. Double—cl!ck the Cpntract Regord_s icon. 8. Inthe On field, type the received date.
3. Double-click the Disputes/Claims icon. .
. . . 9. Inthe Sent From field, type the
4, Click the Services menu, and then click the C )
Choose Keys choice. 0 or:qtragtor 3 na][pela h .
5. Inthe Contract ID list box, scroll to and 10. Inthe ept Tofield, type the Project
double-click the Contract ID Manager’s name. .
6. Inthe Tvpe Ind drop-down I.ist click the 11. In the Document Category drop-down list,
: yp P L click the expand arrow and click
expand arrow and click Claim. ) :
7. Inthe Status drop-down list, click the Clalms/Dl_sputes._ . .
' . ’ 12. In the Major Topics field, type the major
expand arrow and click the status. topics
8. In the Category Type d_rop-down list, click 13. In the Dispute field, perform a Search and
the expand arrow and click the category. double-click the desired clai
9. Inthe Requested Days field, type the ouble-clic the desired claim.
) number of days ’ 14. Click the Save button.
. . 15. Click the Attachments button.
10. :zctet}t\e/;eggged Date field, type the 16. Click the New OLE button.
11. Inthe Remar'ks field, type the remarks 17. Click the Create from File button
12' Click the Save button, yp ) 18. Browse to the desired document.
s ' 19. Click the Open button.
13. Click the Close button. 20. Click the OK button.
21. In the Name field, type the name of the
attachment.
22. In the Description field, type the description
of the attachment.
23. In the Attachment Security box, click the
Add All button.
24. Click the Add button.
25. Click the Save button.
26. Click the Services menu, and then click the
Forward To... choice.
27. In the User Name list box, scroll to and
click the desired Project Manager.
28. Click the OK button.
29. Click the OK button.
30. Click the Save button.
31. Click the Close button.
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Summary for Section 4

In the following exercise, you will maintain Contract 8888C in SiteManager.
Login: tpxxxxx  Group: OENGR

1. Navigate to the Checklist Event Dates window.

Contract: 8888C

2. Open the Checklist Events for Contract 8888C and enter actual date 09/03/08 for

TAD 1276/CC257.

3. Enter the Start Date of 08/11/08 for Milestone 01 Stage 1a.

4. Navigate to the Stockpiled Materials window and add a stockpiled material using
the following information (Hint — You will need to use Choose Keys)

e Category Nbr 0004, Line Nbr 0046, Item Code 507002P,
Description Elastomeric Concrete Bridge Joint System.

o Stockpiled Desc: Elastomeric Concrete Bridge Joint System

e Invoice Date: 08/12/08
e Invoice Number: 0010
e Quantity: 220

e Units: Linear Foot

e Unit Price: 10.00

e Conv Factor: 1.00

e Initial Invoice Payment: 2200.00

5. Navigate to the Force Accounts window and add the a Force

Account to Contract ID 8888C using the following

information:

o Description: Deteriorating Bearings

e Purpose: Replaced Deteriorating Bearings

e Equipment:
Description Used Rate Idle Rate Owned/Rented
Crane 30.00 25.00 Contractor Owned
150 CFM Diesel Air Compressor 12.14 1.55 Contractor Owned
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Laborers:

Labor Adj %: 25.

Worker Name Class Regular Rate Overtime Rate
Joe Digger Operator — Crane 41.00 63.00
Manuel Ortega Laborer 31.00 46.00
e Materials
Material Adj %: 25.
Invoice ID Invoice Dt Material Delivered Units Type | Unit Price
Description Qty
100-25 08/12/08 Epoxy Paint 1 Gallon 50.00
100-25 08/12/08 Bearing 10 Unit 500.00

Navigate to the Disputes/Claims window and enter that a Claim has been
received with the following information:

e Type Ind: Claim

e Status: Claim Notice Only
e Category Type: New Work
e Requested Days: 20

e Requested Amt: 40,000

e Received Date: 08/25/08

e Remarks: Additional construction work not in the Contract.
Contractor’s Reference Number: IEW-8888C-01. Claim Event Date:
08/15/0
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5 Creating Daily Work Reports

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

Understand the Basic Concepts of Daily Work Reports
Enter Basic Daily Work Report Information

Enter Prime and Subcontractors on Site

Enter Contractor Personnel

Enter Contractor Equipment

Enter NJDOT Daily Activity Hours

Select and Record Work Items

Record Daily Force Account Information
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Understanding the Basic Concepts of Daily Work
Reports

The Inspector creates daily records of construction activity in Daily Work
Reports. Typically, for each Contract, each Inspector submits one Daily
Work Report per day to the Resident Engineer. Only the Inspector who
creates the DWR may modify it.

The Daily Work Report Select panel lets the User open a Daily Work
Report. The User can open any DWR in the database, but the User can
not modify a report the User did not create. The DWR opens as Read
Only if the system finds one of the following:

= The Daily Work Report has been transferred to the Project
Manager

= The Daily Work Report has been authorized

= The Daily Work Report was authored by another user
The Daily Work Report window has the following folder tab:
DWR Info

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

Contractors

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

type).
Contractors Equip

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

Work Activities

The Work Activities folder tab lets the User document his or her daily
activities on the Contract. This information is later transferred to the
Contract Manpower Program and reported on the Weekly Progress Report.
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Work Items

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

Force Accounts

The Force Accounts folder tab lets the User record force account
equipment, labor, and materials.

= Daily Work Reports -
i DWF Info. Contractors ™ ConbractarEquip. 'wWork Activities Y ‘wiork ltems ¥ Force Accounts ]
Contract ID: W Inspector: ,m
DWR Date: | 01/13/03
Locked: o Temperature Weather Conditions
Authorized: F High: ﬁ ﬁ AM- ‘ ﬂ
Authorized Date: ,m Low: a ﬁ P.M_: ‘ ﬂ
Mo Work [tems Installed: v Work Suspended: |
Mo Contractors On Site: [V Suspended Time: 00:00 ﬁ
Mo Daily Staff On Site: [v Resumed Time: 'W
Remarks:
- Environmental ~ Spell Check
- Safety
Accidents
Figure 5-1. Daily Work Reports The purpose of
the DWR at the
point of the
Official Contract
In NJDOT, Resident Engineers, Office Engineers, and Inspectors Start Date if the
are to create Daily Work Reports to record the daily construction —T— Contractor has
activity. The first DWR for the Contract is to be created for the not yet begun
date of the Official Contract Start Date or when the Contractor working is to
begins work, whichever is first. record that the
. . ) ) Contractor is not
The Resident Engineer is to ensure that a DWR is created for each on site.
day of the Contract with the exception of Saturdays, Sundays, and o N
Holidays, unless work was performed on those days until the This is identified
Contract is complete. AN SiteManager
as the
Only one Daily Work Report is to be created per person, per day, Completion Date
per Contract. Key Date.
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aﬁ Exercise 5-1

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will open the Daily Work Report
window.

Login: tpxxxxx  Group: INSP Contract: ID

=

Double-click the SiteManager icon on your desktop.
2. Inthe User ID field, type tpxxxxx.

3. Press the Tab key.

4. In the Password field, type pass.

5. Press the Enter key.

6. Double-click the Daily Work Reports icon.

7. Double-click the Daily Work Reports icon.

8. Click the Services menu, and then click the Choose Keys
choice.

9. Inthe Contract ID list box, scroll to and double-click Contract
ID ID.
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Entering Basic Daily Work Report Information

The DWR Info folder tab lets the User create a new DWR and collect
information about the day for which the DWR was created. For example,
the User enters the 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. An authorized DWR has been approved for payment. If either the
Locked or Authorized field displays Yes, the User can not modify the
DWR.

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 the User
enters data for the subject on another folder tab, the corresponding check
box is cleared automatically.

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

oL | Daily Work Reports -

DWHR Info. Contractars i Contractar E quip. ‘wiork Activities ¥ wark ltems Y Force Accaounts

Contract ID:  [77770 Inspector:  Brown, Sam
DWR Date: | 08/07/03

Locked: o Temperature Weather Conditions
Authorized: F High: 32 ﬁ AM.: | Suunny Ea|
Authorized Date: [00/00/00 Low:| 57 = p_M.- | Pattly Sunry B
Mo Work Items Installed: v Work Suspended: [
No Contractors On Site: v Suspended Time: ’Wj
Mo Daily Staff On Site: [ Resumed Time: ’m

Remarks:
All zafety devi clean and i lled in

d. with the TCP. Spell Check

- Environmental *~
Accidents
3

Figure 5-2. DWR Info Tab
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The DWR is to be created for the date in which the work was
performed and created in SiteManager no later than the close of
business the day after the work was performed.

If the work takes place overnight, then the DWR is to be created for
the day the work was initiated.

At a minimum, the following information is to be entered on the
DWR Info. folder tab:

DWR Date
Temperature

AM and PM Weather Conditions

Environmental and Safety Remarks
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aﬁ Exercise 5-2

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will enter the basic information for a
Daily Work Report.

Login: tpxxxxx  Group: INSP Contract: ID

=

In the DWR Date field, type 080708.

2. Press the Tab key.

3. Inthe High Temperature field, type 92 degrees.

4. Inthe Low Temperature field, type 87 degrees.

5. Inthe A.M. field, click the expand arrow and click Sunny.

6. Inthe P.M. field, click the expand arrow and click Partly
Sunny.

7. Inthe Remarks Type list box, scroll to and click -Environmental.

8. Inthe Remarks text box, type No environmental issues as of
today.

9. Inthe Remarks Type list box, scroll to and click -Safety.

10. In the Remarks text box, type All safety devices clean and
installed in accordance with the TCP.

11. Click the Save button.
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Entering Prime and Subcontractors on Site

The Contractor drop-down list will contain the Prime Contractor and any
qualified Subcontractors. Subcontractors are qualified for specific work
items in the Subcontract window of the Contract Administration

component.
m Daily Work Reports -
| D'w/A Infa. 1 Contractors " Contractor E quip. ‘Wark Activities ¥ Work Items ¥ Farce Accounts )
Contract ID: 77770 Inspector:  |[Brown, Sam  Date: [02/07/08
Mbr of Nbr of Contractor
Supervisors Workers Hrs Worked

Contractor

=

Hours
Supervisor/Foreman Name Worked

Nbr of Hours Total

I Personnel Type Persons Worked Hours

Figure 5-3. The Contractors Folder Tab

All Contractors (prime and subcontractors) on site for the day are
to be identified.

If the Subcontractor on site is not available in the drop-down list,
verify that the Subcontractor has been entered in the Subcontract
window and contact the Regional Subcontract Coordinator.
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aﬁ Exercise 5-3

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will enter the Prime Contractor and a
Subcontractor as on site for the day.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the Contractors folder tab

2. On the Contractors folder tab, click the Contractor area.

The Prime
Contractor will
always be listed

3. Click the New button. An empty row is added to the list.

4. In the Contractor drop-down list, click the expand and click

IEW CONSTR GP **PRIME**. ——— firstin the drop-
down list,
5. Click the Save button. followed by
approved
6. Click the New button. An empty row is added to the list. Subcontractors.

7. Inthe Contractor drop-down list, click the expand arrow and
click AMERICAN SAFETY SVS INC.

8. Click the Save button.
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Entering Contractor Personnel

The personnel drop-down list will contain personnel types added to the
Contract Master List.

= Daily Work Reports -

DR Info. 1 Conbractors " Contractor Equip. . 'work Activities i ‘whork [tems " Force Accounts

Contract ID:  |FF77D Inspector:  [Brown, Sam  Date: [08/07/05

Mbr of Nbr of Contractor
Contractor Supewlsols Workms Hrs Worked |

| Hours
Supervisor/Foreman Name Worked

Nbr of Hours Total
Perzonnel Type Perzons Worked Hours
[ Traffic: Control Cocrdinator [1) | 1 5000 &.000
[ Truck DiiverTeamster =l 1 .000] .000

Figure 5-4. The Contractors Folder Tab — Personnel

5-10 5 Creating Daily Work Reports



The Personnel Type section of the window is to be used to record
each Contractor’s staff on site for the day. For each personnel
type selected, the number of people on site and the hours worked
are to be entered. SiteManager will calculate the total number of
hours for each Personnel Type.

The Vender Master List contains personnel types listed multiple
times such as Laborer, Laborer(1), and Laborer(2). When
recording personnel types, record all personnel who worked the
same number of hours to the same personnel type. For example, if
there are three laborers on the job site and two laborers worked
for eight hours and one laborer worked for 4 hours, the personnel
are to be recorded as follows:

Personnel Type Nbr of Persons Hours Worked Total Hours
Laborer 2 8 16
Laborer(1) 1 4 4

If the required personnel is not available in the drop-down list,
contact the Resident Engineer.

NJDOT is not using the Supervisor/Foreman section of this
window.
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aﬁ Exercise 5-4

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will enter Contractor personnel for
the Prime and Subcontractor.

Login: tpxxxxx  Group: INSP Contract: ID

1. On the Contractors folder tab, click the IEW CONSTR GP
**PRIME** contractor.

2. Click the Personnel Type area.
3. Click the New button. An empty row is added to the list.

4. In the Personnel Type drop-down list, click the expand arrow
and click Labor Foreman.

5. Inthe Nbr of Persons field, type 1.
6. Inthe Hours Worked field, type 8.
7. Click the New button. An empty row is added to the list.

8. In the Personnel Type drop-down list, click the expand arrow
and click Laborer.

9. Inthe Nbr of Persons field, type 1.
10. In the Hours Worked field, type 8.
11. Click the New button. An empty row is added to the list.

12. In the Personnel Type drop-down list, click the expand arrow
and click Labor(1).

13. In the Nbr of Persons field, type 1.
14. In the Hours Worked field, type 4.
15. Click the Save button.

16. On the Contractors folder tab, click the AMERICAN
SAFETY SVS INC contractor.

17. Click the Personnel Type area.
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18.
19.

20.
21.
22,
23.
24,
25.

26.
27.
28.

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 Traffic Control Coordinator (1).

In the Nbr of Persons field, type 1.

In the Hours Worked field, type 8.

Click the Save button.

Click the Personnel Type area.

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 Truck Driver-Teamster.

In the Nbr of Persons field, type 1.
In the Hours Worked field, type 8.

Click the Save button.
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Entering Contractor Equipment

The Contractor Equip folder tab lets the User document the presence and
use of equipment on the job site for the selected Contractor. The User
enters the number of pieces of each equipment-type on the site on this
date, the number of pieces used, and the number of hours each equipment-
type was used. The User must select a Contractor before entering
equipment information for the Contractor.

After the User selects a Contractor, the User can select Equipment 1Ds
from the drop-down list in the Equipment ID-Description field. The
records that appear on the drop-down list are stored in the User’s Master
List. To add a record that does not appear on the drop-down list, the User
must first add it to the Equipment Master List.

E Daily Work Reports -

D'%R Infa. Contractors " Contractor Equip. Work Activities i Work ltems ¥ Force Accaounts

Contract ID: 77770 Inspector: [Brown, Sam  Date: [02/07/08
MNbr of Mbr of Contractor
Contractor Supenﬂsnls Wolkels Hrs Worked |
12943 IEW CONSTR GP ** PRIME = - 3 0,000
Nbr. of Nbr Houls
Equipment |ID - Description Pieces Used Used
|U1 T Crash Attenuatars- Tuck Mounted 2.000

Figure 5-5. The Daily Contractor Equipment Folder Tab

Each piece of equipment on site for the day is to be recorded. The
Number of Pieces, Number Used, and Hours Used are optional
fields; however, these fields are to be entered in the event of a delay.

Additional information regarding equipment is to be recorded in
Remarks.
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aﬁ Exercise 5-5

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will enter Contractor equipment for
the Prime and Subcontractor.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the Contractor Equipment folder tab.
2. Click the IEW CONSTR GP **PRIME** Contractor.
3. Click the Equipment ID-Description area.
4. Click the New button. An empty row is added to the list.

5. Inthe Equipment ID-Description drop-down list, click the
expand arrow and click Pickup Truck-3/4T.

6. Inthe Nbr. of Pieces field, type 2.

7. Inthe Nbr Used field, type 2.

8. Inthe Hours Used field, type 8.

9. Click the New button. An empty row is added to the list.

10. In the Equipment ID-Description drop-down list, click the
expand arrow and click Compressor-Diesel.

11. In the Nbr. of Pieces field, type 1.

12. In the Nbr Used field, type 1.

13. In the Hours Used field, type 4.

14. Click the Save button.

15. Click the AMERICAN SAFETY SVS INC Contractor.
16. Click the Equipment ID-Description area.

17. Click the New button. An empty row is added to the list.

18. In the Equipment ID-Description drop-down list, click the
expand arrow and click Crash Attenuators-Truck Mounted.

19. In the Nbr. of Pieces field, type 1.
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20. In the Nbr Used field, type 1.
21. In the Hours Used field, type 8.

22. Click the Save button.
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Entering NJDOT Daily Activity Hours

The Work Activities folder tab lets the User record the number of regular
and overtime hours performed by the DWR creator for that day and
Contract. The hours reported on the Daily Staff folder tab will be
transferred to the Contract Manpower Program and reported on the
Weekly Report.

ﬂ Daily Work Reports -

D'WHR Infa. Contractars " Contractor E quip. ' Work Activities ‘wark Items ¥ Faice Accounts

Contract ID:  [77770 Inspector:  [Brown, Sam Date: [06/07/00
ork Activilies 5/C | Work Reg. oT Starting Ending
Code Hours Hours Vehicle ID | Mileage Milzage
~|5 8.000 .00

Figure 5-6. The Daily Staff Folder Tab

The creator of the DWR is to enter the number of regular and
overtime hours worked for each work activity performed on the
selected Contract.

The Resident Engineer or his designee is to transfer the information
entered on the Work Activities folder tab to the Contract Manpower
Program.
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CER

Exercise 5-6
Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will enter the activity and hours for
the NJDOT Inspector.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the Work Activities folder tab.
2. Click the New button.

3. Inthe Work Activities drop-down list, click the expand arrow
and click Curb and Sidewalk.

4. Inthe Reg. Hours field, type 8.

5. Click the Save button.
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Selecting and Recording Work Items

The Work Items folder tab lets the User view and add daily usage data for
installed Work Items. Before entering Work Item data, the Contractor
responsible for the Work Item must be entered on the Contractors folder
tab. When the User first selects the Work Items folder tab, the Select
Work Item list is displayed. The Record Work Item and Selects Work Item
buttons let the User toggle between two different versions of the Work
Items folder tab. To enter usage data, the User first selects the Work Item
and then selects the Record Work Item button (or the Record Work Item
option on the Edit menu). This displays the Record Work Items folder tab
on which the User can view and add daily usage data.

Figure 5-7. The Record Work Item and Selects Work Item Buttons

The User can toggle between two different versions of the Work Items
folder tab. When the User first selects the Work Items folder tab, or when
the Selects Work Item button is clicked, the Select Work Items folder tab
lists Work Items for the selected Contract. The Work Items are listed in
ascending order by Project Number then Item Code. The User can find,
filter, and sort the list. If an Item has installed quantities for the selected
DWR, the Installed (Instld) check box is checked (ON).

oL Daily Work Reports -

D'wWR Infa Contractars " Contractor Equip I wWork Activities il Work ltems " Force Aooounts
Contract ID: W Inspector:  [Erown, Sam  Date: [08/07/05
Project Line Item | Category
Instid| Mumb Humb Humb
= TR T R
I~ [77rmD |ooo3 oo [ROADWAY 153003F PROGRESS SCHEDULE
I [f7rmD |0o04 {0001 |ROADWAY 154002P MOBILIZATION
I [f7rmD |0o0s |oooz |CONSTRUCTION EMGIMEEF 155006M FIELD OFFICE TYPE B SET LP
I~ [r7rmD |0oos |oooz |CONSTRUCTION EMGIMEEF 155024M FIELD OFFICE TYPE B MAINTEMANCE
I~ [f7rmD [oo07 ooz [CONSTRUCTION ENGINEEF 155033M [TELEPHOME SERVICE
I~ [f7FD [ooos o007 [ROADwAY 153012F [TRAINEES
I~ [f7FD ] oo [ROADWAY 158072t [OIL ONLY EMERGENCY SFILL KIT, TYFE 1
I~ 77D ] oo [ROADWAY 153003t BREAKAWAY BARRICADE
I~ 77D [oam1 o007 [ROADwAY 159006M DRUM
I~ 77D [omz o007 [ROADwWY 153003M [TRAFFIC CONE
I~ [f77D K] oodr [ROADWAY 153012 [COMNSTRUCTION SIGNS
I~ [f77D o4 oodr [ROADNWAY 1590150 [CONSTRUCTION IDENTIFICATION SIGH, 4' X &
I~ [77rmD [ oo [ROALNWAY 1590180 [CONSTRUCTION IDENTIFICATION SIGN, B' X 12'
I~ [77rmD |oo1e oo [ROADWAY 159027M FLASHING ARROWY BOARD, 4' X 8
I~ [77FmD o017 oo [ROADWAY 1590300 PORTABLE VARIABLE MESSAGE SIGH 3
< >
¥

Figure 5-8. The Select Work Items Folder Tab
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When the Record Work Item button is clicked, the Record Work Items
window displays usage information on the selected Item for the DWR.
The Record Work Items window allows the User to view existing data for
the Work Item or add new usage data.

m Daily Work Reports -

D'wh Info. Contractors * Contractor Equip.  ~ 'WoIk Activities i ‘wWork ltems “ Force Accounts

Contract ID: |FF77D Inspector:  [Browr, Sam  Date: [08/07/00
Project Nbr: 77D Line [tm Mbr: | 0034 Item Code: E022134 Category Nbr: oo
Item Desc: CURB PIECE Unit Price: $45.00000

Supp Desc 1: [
Supp Desc 2: |

Qty Reported to Date: 1.000 @ty Authorized to Date: |0.000 Units Type:| U
Oty Installed to Date: 000 Bid Qty: [55.000 Pay To Plan Qty: []
Status: Ecliva Oty Paid to Date: oo Cumrent Contract Qty: [55.000

I’V oc Seq Nbr [Location Installed Placed Ell_v Plan Page Humber [Templt Used

[ g0 @ | ||

Placed Qty: | 1.000° Plan Page Nbr:| 10| Contractor: | IE% CONSTR GP * PRIME * Ea|

As Built Qty: .000/Loc Seq Nbr: |1 Location: |Ht. 002

 Measured Indicaton
Station DOffset Distance Station Offset Distance " Measured

From:| 10204 | oo L E000) To:| 1024 oo L 25.000 | &+ Estimated

Material Inspection Detail
Material Component Cont Est Matrl Gty Satist Repr Matrl Oty Reprt Matrl Oty Matrl Unit

Figure 5-9. The Record Work Items Folder Tab
The Record Work Items window displays the following Item information:
Qty Reported to Date — Total quantity reported on DWRs.

Qty Authorized to Date — Total quantity reported on DWRs that
were authorized in Diaries.

Units Type - The unit of measure for the pay item.

Qty Installed to Date — Total quantity reported on DWRs that were
authorized in Diaries and included in approved and pending
estimates.

Qty Paid to Date — Total quantity reported on DWRs that were
authorized in Diaries and included in an estimate of any status.
This value will always be the same as the Qty Installed to Date
when all estimates are approved.

Current Contract Qty - Current contract quantity of the Contract
line item including any Change Orders. Current Quantity is
calculated by the sum of Bid Quantity and the net Change
Order quantity.
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In NJDOT, at a minimum, the following information is to be entered
on the Record Work Items folder tab:

Placed Quantity

Plan Page Number — IAWD should be entered for if and
where directed items. COP should be entered for Change
of Plan.

Contractor
Location
Station Information, if applicable.

The As-Built quantity is to be entered in the As-Built Qty field once |
the quantity is known. This information displays on the DC 104 As-
Built Summary Report and is used in analyzing the as-built and

paid to date quantities.

On Federal Contracts, retainage is not to be withheld on work
performed by Subcontractors. Therefore, it is imperative to
associate the Contractor performing the work to the correct placed
quantities. If more than one contractor performs work on the same
item, the Contractor performing the majority work is to be
recorded.

Remarks are available for each item’s installation location sequence
number. Remarks are to be entered as appropriate to document
additional information regarding the placement of the item.

Attachments are also available for each item’s installation location
sequence number. Attachments are to be created at the Inspector’s
discretion or Resident Engineer’s direction in accordance to the
NJDOT SiteManager attachment policy.

&ﬁ Exercise 5-7

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will record a work item performed by
the Prime Contractor in two locations on the same day.

Login: tpxxxxx  Group: INSP Contract: ID

SiteManager
does not pay
the quantities
entered in the
As-built Qty
field.
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1. Click the Work Items folder tab.

2. Scroll to and click Line Item Number 0034, Category Number
0001, Item Code 602213M, Description Curb Piece.

3. Click the Record Work Item button. SiteManager displays the
info on the Work Items panel.

4. Click the New button.
5. Inthe Placed Qty field, type 1.
6. Inthe Plan Page Nbr field, type 10.

7. Inthe Contractor drop-down list, click the expand arrow and
click IEW CONSTR GP **PRIME**.

8. In the Location field, type Rt. 8002.

9. In the Station From field, type 102 + .0 L 25.
10. In the Station To field, type 102 + .00 L 25.
11. Click the Save button.

12. Click the New button.

13. In the Placed Qty field, type 1.

14. In the Plan Page Nbr field, type 10.

15. In the Contractor drop-down list, click the expand arrow and
click IEW CONSTR GP **PRIME**.

16. In the Location field, type Rt. 8002.
17. In the Station From field, type 103 + 0 R 25.
18. In the Station To field, type 102 + 0 R 25.

19. Click the Save button.
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aﬁ Exercise 5-8

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will record a work item performed by
the Subcontractor.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the Selects Work Item button.

2. Scroll to and click Line Item Number 0011, Category Number
0001, Item Code 159006M, Description Drum.

3. Click the Record Work Item button. SiteManager displays the
info on the Work Items panel.

4. Click the New button.
5. Inthe Placed Qty field, type 10.
6. Inthe Plan Page Nbr field, type 20.

7. Inthe Contractor drop-down list, click the expand arrow and
click AMERICAN SAFETY SVS INC.

8. Inthe As-Built Qty field, type 10.00.

9. Inthe Location field, type Rt. 8002.

10. Click the Measured radio button ON.

11. In the Station From field, type 102 + O L 15.
12. In the Station To field, type 103 + 00 L 15.

13. Click the Save button.
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Recording Daily Force Account Information

The Force Accounts folder tab allows the User to view or add daily
information on a Force Account. The daily Force Account data can be
viewed in Contract Administration after the Resident Engineer authorizes
the DWRs.

When the User first selects the Force Accounts folder tab in DWRs, the
folder tab lists the Force Accounts for the selected Contract. The User
selects a Force Account on this list, selects the Record button on the
toolbar, and selects the appropriate toolbar button to reach the folder tab:

Force Account Equipment
Force Account Labor
Force Account Materials

The User can add daily Force Account data on these folder tabs. For
example, to add equipment data related to a Force Account, the User first
selects the Force Account. Then the User selects the Record button and the
Equipment button. This opens the Daily Force Account Equipment folder
tab.

Force Accounts are to be created and maintained by the Resident
Engineer or his designee. If an additional piece of equipment,

laborer, or material is needed, the Inspector is to contact the Resident
Engineer so that it may be added to the Force Account window in the
Contract Administration area.
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Recording Daily Force Account Equipment Information

The Force Account tab, Equipment window lists all of the equipment
authorized for the selected Force Account. It also includes the ownership
information, the used rate, and the idle rate for each piece of equipment.
The User can add the number of hours each piece of equipment was used
and the number of hours it was idle.

Contract ID: 77770 Inspector: [Brown, Sam  Date: [02/07/08

[Force Account Description:| [Inlst Reconstruction

Purpose Text |Hepair Deteriorated |nlet

m Daily Work Reports -

D'%R Infa. Contractors " Conbactor E quip. Work Activities i Work [tems “" Force Accounts

Force Account Eqp Description Hrz Used Used Rate Hrs Idle Idle Rate Ownership
[Combination Backhoe | 4.00] Fa36.20( 00| 7. 23 Cartractar Owned
[150 CFM Diesel Air Compressor | 2.00] 214 00| #1.55[Cartractar Owned
30 # Jackhanimer | 2.00] 3.81| 00| $.21|Contractor Dwned

Figure 5-10. The Force Account Equipment Folder Tab

The Inspector is to record the number of hours used and number of
hours idle for all Force Account equipment.

To add equipment to the Force Account, the Resident Engineer or
his designee are to modify the Force Account Window in the
Contract Administration area.
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aﬁ Exercise 5-9

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will record Force Account equipment
information.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the Force Accounts folder tab.
2. Click Force Account ID 1 Inlet Reconstruction.
3. Click the Records FA Information button.
4. Inthe Combination Backhoe Hrs Used field, type 4.

5. Inthe 150 CFM Diesel Air Compressor Hrs Used field, type
2.

6. Inthe 90 # Jackhammer Hrs Used field, type 2.

7. Click the Save button.
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Recording Daily Force Account Labor Information

The Force Account tab, Labor window lists all the workers authorized for the
selected Force Account. It also includes the regular, overtime, and fringe rates for
each worker. The User can add the number of regular and overtime hours worked
by each worker in this window.

= Daily Work Reports -

DR Infa. 1 Contractars ¥ Contractor Equip. ¥ ‘Wiark Activities ¥ Work Items *" Force Accounts

Contract ID: [7777D Inspector:  [Erown, Sam  Date: [08/07/08
[Force Account Description:] |Inlet Reconstruction

Purpose Text: |F\epair Dreteriorated Inlet

Worker Mame Clasz  Regular Hrs Regular Rate Fringe Rate OT Hrs OT Rate
loe Diger |Dperator-Bac| 4.0042.00 |.oo | .00[$63.00
[t arwel Dirtena |Laber-Powert| 4003200 |.oo | 00[$48.00
osaph Lombardi Labover | [.00j$228.00 oo | 00[$42.00

Figure 5-11. Force Account Labor Folder Tab

The Inspector is to record the hours for all Laborers on the Force
Account.

To add the laborers to the Force Account, the Resident Engineer or
his designee are to modify the Force Account Window in the
Contract Administration area.
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aﬁ Exercise 5-10

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will record Force Account labor
information.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the FA Labor button.
2. Inthe Joe Digger Regular Hrs field, type 4.
3. Inthe Manuel Ortega Regular Hrs field, type 4.
4. Inthe Joseph Lombardi Regular Hrs field, type 2.

5. Click the Save button.
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Recording Daily Force Account Material Information

The DWR Force Account folder tab, Materials window lists all of the materials
authorized for the selected Force Account. It also includes the invoice ID, the
unit price, and the unit of measurement for each material. The User can add the
guantity of each material that was used in this window.

x| Daily Work Reports -

D'WR Infa. Contractors ¥ Contiactor Equip. ¥ Work Activities i Work [tems *" Force Accounts

Contract ID: 777D Inspector: [Erown, Sam  Date: [03/07/08
[Force Account Description:] [Inlet Reconstruction

Purpose Text: |Repair Deteriorated Inlet

Invoice 1D Cont FA Matl Description Quantity Unit Price  Unit of Measure
"I 0o-m [Cancrete Inlet Block. | 50,000 $3.50000 UNIT
‘1 0o-m Tupe 3 Cement | 5.000]  $10.00000] BAG

100-01 [Sand | fi.000] $25.00000] TOM

Figure 5-12. Force Account Materials Folder Tab

The Inspector is to enter the quantities of materials used each day
for the Force Account.

To add the materials to the Force Account, the Resident Engineer
or his designee are to modify the Force Account Window in the
Contract Administration area.
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aﬁ Exercise 5-11

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will record Force Account Material
information.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the FA Material button.
2. Inthe Concrete Inlet Block Quantity field, type 50.
3. Inthe Type 3 Cement Quantity field, type 5.
4. Inthe Sand Quantity field, type 1.

5. Click the Save button.
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Attaching the Contractor’s Force Account Log to the DWR

In the SiteManager Daily Work Report window, attachments can be linked
to the DWR The Attachment functionality of SiteManager allows URL
links, Plug-In applications, and OLE attachments to be attached to certain
SiteManager records. Attachments are activated by clicking the
attachment button, then double-clicking the attachment.

The Microsoft Windows’ Object Linking and Embedding standard (OLE)
allows Windows programs like SiteManager to access the functionality of
other OLE-compliant Windows applications. The Attachments feature
choice will work with any properly-installed, OLE-compliant Windows
application.

When you use the OLE functionality to create a new attachment, you are
actually embedding the data and the connection to the application’s
functionality in the SiteManager database. Even though the OLE object is
assigned a name, the data does not actually exist as an external file on
your network or workstation hard drive. It only exists as a named object
in the SiteManager database. Anyone with access to the record can assess
the embedded data if the application that created the data is installed on
their workstation.

Attachments can be created for each installation sequence number on the
Work Items folder tab and/or for the DWR as a whole on the DWR. Info

folder tab.
E Daily Work Reports -
[ DWR Info. Contractors " Conbactor E quip. Work Activities i Work [tems Y Farce Accaounts |
Contract ID: 77770 Ingpector:  |Brawn, Sam

DWR Date: | 02/07/02

Lorked- b | T 1 | Wfoathar Condibs

Mame Type Description Autorun
20030807FAD1 Contractor's 08/07/08 daily record of Force Account 1 activity. | ]

Auth

- Environm) heck
Accidents

Figure 5-13. Force Account Attachment on DWR Info Folder Tab.
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The Inspector is to attach the Force Account Daily Summary
submitted by the Contractor to the DWR Info folder tab.

Attachments are to only be made to attach files in PDF, WORD, or
Excel formats. All other file formats including pictures are to be
maintained as project documentation outside of SiteManager.

Attachments are to be named with the following naming
convention: YYYYMMDDAAAA where AAAA is an abbreviation
of the attached document.

A description is also to be included for each attachment. When
selecting Security Groups for attachments, “Add All” should be
selected.

%t Exercise 5-12

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will attach the Force Account
documentation received from the Contractor to the DWR.

Login: tpxxxxx  Group: INSP Contract: 1D
1. Click the DWR Info. folder tab.
2. Click the Attachments button.
3. Click the New OLE button.
4. Click the Create from File button.
5. Click the Browse button.

6. Click the FAL1 file to be attached in the following location:
C:\SMTRAINS\SMFILES.

7. Click the Open button.
8. Click the OK button.
9. Inthe Name field, type 20080807FAO0L1.

10. In the Description field, type Contractor’s 08/07/08 daily
record of Force Account 1 activity.
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11. In the Attachment Security box, click the Add All button.
12. Click the Add button.

13. Click the Save button.

14. Click the Attachments button.

15. Click the New button.

The final step is
to set up the
Summary
Exercise to
prevent students
from getting the
‘copy’ message.
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Review for Section 5

To open the Daily Work Reports window:

To enter the Prime Contractor and Subcontractor as
on site for the day:

1. Double-click the Daily Work Reports
icon. 1. Double-click the Daily Work Reports
2. Double-click the Daily Work Reports icon.
icon. 2. Double-click the Daily Work Reports
3. Click the Services menu, and then click icon.
the Choose Keys choice. 3. Click the Open button.
4. Inthe Contract ID list box, scroll to and 4. Inthe Contract ID list box, scroll to
double-click the desired Contract ID. and double-click the desired Contract.
5. Inthe Inspector list box, scroll to and
To enter the basic information for a Daily Work double-click the desired Inspector.
Report: 6. In the Date list box, scroll to and
. ) double-click the desired date.
1. Double-click the Daily Work Reports 7. Click the Contractors folder tab.
icon. _ 8. On the Contractors folder tab, click the
2. pouble—cllck the Daily Work Reports Contractor area.
icon. _ _ 9. Click the New button. An empty row is
3. Click the Services menu, and then click added to the list.
the Choose Keys choice. 10. In the Contractor drop-down list, click
4. Inthe Contract ID list box, scroll to and the expand and click the desired
double-click the desired Contract ID. Contractor
5. Inthe DWR Date field, type the DWR’s 11. Click the Save button.
date. 12. Repeat steps 9-11 until all desired
6. Press the Tab key. _ Contractors are added.
7. Inthe High Temperature field, type the 13. Click the Save button.
days high temperature.
8. Inthe Low Temperature field, type the
days low temperature.
9. Inthe A.M. field, click the expand arrow
and click the morning weather condition.
10. In the P.M. field, click the expand arrow
and click the afternoon weather condition.
11. Inthe Remarks Type list box, scroll to
and click -Environmental.
12. In the Remarks text box, type the day’s
environmental issues.
13. In the Remarks Type list box, scroll to
and click -Safety.
14. In the Remarks text box, type the day’s
safety issues.
15. In the Remarks Type list box, scroll to
and click the desired Remark Type.
16. In the Remarks text box, type the desired
remarks.
17. Repeat steps 15 and 16 for all desired
remarks.
18. Click the Save button.
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To enter Contractor personnel for the Prime and
Subcontractor.

1.

2.

11.

12.

13.

14,

15.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Contractors folder tab.

On the Contractors folder tab, click the
desired Contractor.

Click the Personnel Type area.

. 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.

In the Nbr of Persons field, type the
number of onsite person for the personnel
type.

In the Hours Worked field, type the
number of hours worked for the personnel
type.

Repeat steps 8 -13 for the each
Contractor.

Click the Save button.

To enter Contractor equipment for the Prime and
Subcontractor.

1.

2.

w

10.

11.

12.

13.

14,

15.
16.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Contractor Equipment folder
tab.

Click the desired Contractor.

Click the Equipment ID-Description
area.

Click the New button. An empty row is
added to the list.

In the Equipment ID-Description drop-
down list, click the expand arrow and
click the desired equipment.

In the Nbr. of Pieces field, type the
equipment number of pieces onsite.

In the Nbr Used field, type the equipment
number that was used.

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

Repeat steps 8-14 for the each Contractor.
Click the Save button.

To record NJDOT Daily Activity Hours:

1.

o N

10.

11.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Work Activities folder tab.
Click the New button.

In the Work Activities drop-down list,
click the expand arrow and click the
activity.

In the Reg. Hours field, type the number
of hours worked.

Click the Save button.
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To record a work item performed in two locations

on the same day:

To record Force Account information:

1. Double-click the Daily Work Reports
1. Double-click the Daily Work Reports icon.
icon. 2. Double-click the Daily Work Reports
2. Double-click the Daily Work Reports icon.
icon. 3. Click the Open button.
3. Click the Open button. 4. Inthe Contract ID list box, scroll to
4. Inthe Contract ID list box, scroll to and double-click the desired Contract.
and double-click the desired Contract. 5. Inthe Inspector list box, scroll to and
5. Inthe Inspector list box, scroll to and double-click the desired Inspector.
double-click the desired Inspector. 6. Inthe Date list box, scroll to and
6. Inthe Date list box, scroll to and double-click the desired date.
double-click the desired date. 7. Click the Force Accounts folder tab.
7. Click the Work Items folder tab. 8. Click the desired Force Account ID.
8. Scroll to and click the desired item. 9. Click the Records FA Information
9. Click the Record Work Item button. button.
SiteManager displays the info on the 10. In the Hrs Used field for each piece of
Work Items panel. equipment type the number of hours the
10. Click the New button. equipment was used.
11. In the Placed Qty field, type the placed 11. Click the Save button.
quantity. 12. Click the FA Labor button.
12. Inthe Plan Page Nbr field, type plan 13. Inthe Hours Used field for each
page number. laborer, type the number of hours.
13. In the Contractor drop-down list, click 14. Click the Save button.
the expand arrow and click desired 15. Click the FA Material button.
Contractor 16. In the Quantity field for each material,
14. In the As-Built Qty field, type the As- type the quantity used.
Built Quantity, if available. 17. Click the Save button.
15. In the Location field, type the location.
16. In the Station From field, type stations
from information.
17. In the Station To field, type stations to
information.
18. Click the Save button.
19. Repeat steps 10-18 for the second
location.
20. Click the Save button.
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To attach the Force Account documentation
received from the Contractor to the DWR:

1.

2.

10.
11.
12.
13.
14,
15.

16.
17.

18.
19.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

On the DWR Info folder tab, click the
Attachments button.

Click the New OLE button.

Click the Create from File button.
Click the Browse button.

Click the desired file to be attached.
Click the Open button.

Click the OK button.

In the Name field, type desired name.
In the Description field, type
appropriate description.

In the Attachment Security box, click
the Add All button.

Click the Add button.

Click the Save button.

Click the Close button.
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Summary for Section 5

In the following exercise you will create a DWR for 8/11/08 for Contract
8888D, with the following information:

Login: tpxxxxx Group INSP Contract: 8888D

Contract: 8888D
Date: 08/11/08
Weather conditions:

e High - 92 degrees e AM - Sunny
e Low-72degrees e PM - Cloudy / Overcast
Remarks:

e -Environmental: No environmental issues as of today
o -Safety: All Safety devices clean and installed in accordance with the TCP.
Contractors:

e |EW Constr Gp e Parapet Constructors
IEW Personnel:.

e 1 Labor Forman worked 8 hours e 4 Laborers worked 8 hours each
Parapet Constructors Personnel:

e 3 Carpenters worked 8 hours each e 3 Laborers worked 8 hours each

e 1 Carpenter foreman worked 8 hours

IEW Equipment:
e Traffic Line Remover — Truck Mtd.: 1 onsite and used for 8 hours.
e Pick-Up Truck — 1T: 1 onsite and used for 8 hours.

Parapet Constructors Equipment.:
e Compressor — Diesel: 1 used onsite for 8 hours.

Work Activties:
e Sam Brown — Miscellaneous — 8 hours.

Work Items:

1. Line Item Number 0039, Category Number 0001, Item Code 610036M, Description
Removal of Traffic Stripes

e Placed Qty: 1000 e Location: Route 476 Northbound
e Plan Page Nbr: 23 e Station From: 124 + 95 R 25
e Contractor: IEW CONSTR GP e Station To: 125+ 75 R 25
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2. Line Item Number 0050, Category Number 0004, Item Code
551030M, Description Curb Reconstruction, Curb

e Placed Qty: 30
e Plan Page Nbr: 10

e Contractor: Parapet Constructors,
Inc.

e As-Built Qty: 30.00
Force Account 2 Bearing:

e Crane - 6 hours

e Air Compressor — 6 hours

o Joe Digger — 6 hours

What do you do with the Contractor’s Force Account Log?

Attach it to the DWR Info. Folder Tab

Location: Rt. 476 Southbound
right shoulder

Station From: 125 + 0 R 50
Station To: 125 + 30 R 50
Measured Indicator; ON

Manuel Ortega — 6 hours
Epoxy Paint — 1
Bearing — 10

Navigate to the Main Panel.
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6 Copying Daily Work
Reports

By the end of this section, you will be able to:
Copy a DWR and Update the DWR Info Folder Tab
Modify a Copied DWR
Record Items on a DWR Template

6 Copying Daily Work Reports
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Copying a DWR and Updating the DWR Info
Folder Tab

After creating the first Daily Work Report for a new Contract, it is easier
to copy the existing DWR rather than creating a new one from scratch. A
copied DWR includes copies of the following data to a new Daily Work
Report:

Contractor
Personnel
Equipment
Work Activities

A copied DWR will not include the following data from the original Daily
Work Report:

Basic DWR Info
Installed Work Items
Force Accounts

To copy a DWR, the user simply changes the date on any existing DWR.
This prompts the user to confirm the Contractor data should be copied to
the new DWR date. You may use the calendar to indicate the new DWR
date, or you may type the new date over the existing date in the date field.

The DWR being copied must have been authored by the user copying it.

6-2 6 Copying Daily Work Reports



X]

E

Select Date

August 2008
S M TWTF 5
1z
3 4 5 6 7 8 4
1011 12 13 14 15 16
17 18 19 20 21 22 23
24 35 26 27 I8 29 30

«| =] 5

oK Cancel |

Figure 6-1. The Calendar

At a minimum, the following information is to be entered on a
copied DWR on the DWR Info. folder tab:

DWR Date
Temperature
AM and PM Weather Conditions

Environmental and Safety Remarks

@t Exercise 6-1

Main Panel > Daily Work Reports > Daily Work Reports

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

Login: tpxxxxx  Group: INSP Contract: ID
1. Double-click the Daily Work Reports icon.

2. Double-click the Daily Work Reports icon.
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10.
11.
12.
13.
14.
15.

16.

17.

18.

19.
20.

21.

Click the Open button.
Click the Contract ID button.

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

In the Inspector list box, scroll to and double-click Inspector
Name Brown, Sam.

In the Date list box, scroll to and double-click DWR Date
08/08/08.

Double-click the DWR Date field.

Click the back arrow until the calendar displays August 2008.
Click the 08/11/08 date.

Click the OK button.

Click the Yes button.

In the High Temperature field, type 85 degrees.

In the Low Temperature field, type 70 degrees.

In the A.M. field, click the expand arrow and click
Cloudy/Overcast.

In the P.M. field, click the expand arrow and click Partly
sSunny.

In the Remarks Type list box, scroll to and click -
Environmental.

In the Remarks text box, type Erosion from last night’s rain
on Brown-Weber Route.

In the Remarks Type list box, scroll to and click -Safety.

In the Remarks text box, type All devices in place as per
TCP.

Click the Save button.
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Modifying a Copied DWR
Once a Daily Work Report is copied, the User may modify the

Contractors, Personnel Types, Equipment, and Daily Staff on the new
DWR to reflect the activities of the day.

The Contractors Folder Tab

The Contractors (Prime and Sub), and Personnel Types as well as the
number of workers may be modified on the Contractors folder tab.

m Daily Work Reports -
i DR Info, v Contractors T Cortractor Equip. . work Activities " Work Items Force 4ccounts )
Contract ID: 77770 Inspector:  [Browe, Sam  Date: [08/11/00
Mbr of Mbr of Contractor
Contractor Supervisors Workers Hrs Worked
(65768 AMERICAN SAFETY SV5 INC B 1 8000
12343 IEWCONSTRGP ™ PRIME = B [ 5 sspud]
| Hours
Supervisor/Foreman Name Worked
Nbr of Hours Total
Personnel Type Persong Worked Hours
I| Labar Foreman | 1 8.000) 8.000
I| Labarer Ll 1 8.000] 8.000
| 1 4.000] 47000
[ - [ .

Figure 6-2. DWR Contractor Folder Tab

The Inspector is to review the DWR Contractors folder tab on a
copied DWR for accuracy and modify the information to document
the day’s Contractors and personnel types on site.
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aﬁ Exercise 6-2

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will update the Contractors folder tab
on a copied DWR.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the Contractors folder tab.

2. Click the Contractor A5768 AMERICAN SAFETY SVS
INC.

w

Click the Personnel Type Truck Driver-Teamster.

>

Click the Delete button.
5. Click the Yes button.
6. Click the Save button.

7. Inthe Traffic Control Coordinator(1) Hours Worked field,
type 8.

8. Click the Save button.

9. Click the Contractor 12943 IEW CONSTR GP **PRIME**.
10. Click the Personnel Type area.

11. In the Labor Foreman Hours Worked field, type 8.

12. In the Laborer Hours Worked field, type 8.

13. In the Laborer(1) Hours Worked field, type 4.

14. Click the New button. An empty row is added to the list.

15. In the Personnel Type drop-down list, click the expand arrow
and click Asphalt Laborer.

16. In the Nbr of Persons field, type 3.
17. In the Hours Worked field, type 8.

18. Click the Save button.
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The Contractor Equipment Folder Tab

The contractors’ equipment as well as the number of pieces used may be
modified on the Contractor Equipment folder tab.

m Daily Work Reports

D'WR Infa. Contractors " Contractor Equip. Work Activities i Work [tems T Farce Accaunts
Contract ID: [7777D Inspector: [Brown, Sam  Date: [02/11/08
MNbr of Mbr of Contractor
Contractor Supervisorg Workers Hrs Worked
45758 AMERICAN SAFETY 5W5 INC ~| 1| 2.000

PRIME

CHm—

Nbr. of Nbr Houls
Equipment |ID - Description Pieces Used Used
|0085 Compactar Vibratone Raller 4.000

1| 4.000
: 7 8,000

|UDSD Cormpressar- Diesel
[0275  Pickup tuck - 34T

(KA[EN[EN

Figure 6-3. The Daily Contractor Equipment Folder Tab

The Inspector is to review the Contractor Equip. folder tab on a
copied DWR for accuracy and modify the information to document
the days equipment on site.
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aﬁ Exercise 6-3

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will update the Contractors
Equipment folder tab on a copied DWR.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the Contractor Equipment folder tab.
2. Click the 12943 IEW CONSTR GP **PRIME** Contractor.
3. Click the Equipment ID-Description area.
4. Click the New button. An empty row is added to the list.

5. Inthe Equipment ID-Description drop-down list, click the
expand arrow and click Compactor Vibratory Roller.

6. Inthe Nbr. of Pieces field, type 1.
7. Inthe Nbr Used field, type 1.
8. Inthe Hours Used field, type 4.

9. Click the Save button.
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The Work Activities Folder Tab

The NJDOT Daily Activity Hours should be modified on the Work
Activities folder tab.

ﬂ Daily Work Reports -

DR Infa. Y Contractors i Contractor Equip. © Work Activities ‘Work [tems ¥ Farce dccounts
Contract ID:  [7777D Inspector: [Brown, Sam  Date: [03/11/08
Reg. oT Starting Ending

ork Activities 5/C | Work
Code Hours Hours Yehicle ID ( Mileage Mileage
v |5 8.000 000,

Figure 6-4. The Daily Contractor Equipment Folder Tab

The Inspector is to review the Work Activities folder tab on a
copied DWR for accuracy and modify the information to
document the day’s activity hours.

E ; Exercise 6-4

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will update the Work Activities folder
tab on a copied DWR.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the Work Activities folder tab.
2. How many hours are recorded for Curb and Sidewalk? _ 8

3. Click the Save button.
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Recording Items on a DWR Template

DWR Templates are used to record Contract activity data that cannot be
entered on standard SiteManager panels. DWR Templates can also
calculate values for work items and those values can be returned to
populate the Placed Qty field of the Daily Work Report. If an item has an
associated template for the Contract that returns a value, then the Placed
Qty field can only be populated by that return value by recording data to
DWR Templates. The list of DWR templates available for the item may be
accessed with the DWR Template button.

Any DWR Templates associated to the selected Item are available from
the DWR Template window for viewing or entering data. The DWR
Template panel is accessed with the DWR Template button. If the item
requires the use of a template, the DWR Template panel automatically
displays when the work item location and Contractor data is saved.

Figure 6-5. The DWR Template Button

The DWR Templates panel displays a list of the DWR Templates
available for use with this Work Item. The user chooses which DWR

Template associated to the selected Item to view or record data to. Once As of October
the DWR Template has been chosen the User can enter data into the 2008, the
template. following

templates are

Soerempie available:

Contract: |77770D Inspector: |Bmwn,5am DWHR Date: [08/11/08
Project Nbr: [77770 Line Itm Nbr: |0023 Loc Seq Mo: |1_ DC 298
Item Code & Desc: |4D'| 0E3h |HUT M= ASPHALT 125 H 76 SURFACE COURSE
Template ID Description Used Detail! Retumns DC 29C
Multi Line ¥alue R
[DC298-a [DC29E Bituminous Concrete Pavement — |+ v DC 29D
DC 92
Lane Occupancy
Asphalt
Figure 6-6. The DWR Template Panel Percentage
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¥ DWR Template - DC29B-a -

Contract: [7777D Inspector: [Brown, Sam DWR Date: |05/11/08
Project Nbr: [7777D Line Itm Mbr: [0029 Loc SeqNo:[T

Item Code & Desc: [401053M [HOT M1 ASPHALT 125 H 76 SURFACE COURSE

DAILY INSPECTOR REPORT - Bituminous Concrete Pavement
Producer Tilcon - Riverdald Base Temprature 74.00
Mixture Temperature

Aszphalt P _

Percentage Mix No. Highest Lowest Awg For Day Placed Quantity

[ 500 [C14DCo2s BE Y BE 315.00 [ 15450 Tons
£ »

Fow 1 of 2
Location Baseline
Thickness Lot Lbs.

Station to Station Lane Lift In. Ho. Received Lbs. Laid 5.¥. Laid Lbs. /5.
[102+00 ta 102425 L[ oo zoofr | 157.000.00 154,000.00 | 667.00 230.88
[102+00 ta 102+25 [R1 | 100 2002 | 158.000.00] 155,000.00 | EBB.DD| 232.04
£ >

Figure 6-7. The DWR Template

NJDOT has developed a number of SiteManager DWR Templates
similar to the forms currently used for calculating and recording item
guantities.

The Asphalt Percentage Template MUST be populated with the

Asphalt Percent for items subject to an asphalt adjustment if the DC ~ |

29B or DC 29C is NOT utilized.

Lane Occupancy Charges are to be applied through a DWR template.
If the charges do occur, the Resident Engineer or his designee are to
initiate a Change Order to add the Lane Occupancy Charge item to
the Contract. Once the Change Order is approved, the item is to be
recorded on a DWR for the date the charge should be applied.

The DC 29B and
DC 29C
templates contain
a field to capture
the Asphalt
percentage.
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aﬁ Exercise 6-5

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you enter Contractor equipment for the
Prime and Subcontractor.

Login: tpxxxxx  Group: INSP Contract: ID
1. Click the Work Items folder tab.

2. Scroll to and click Line Item Number 0029, Category Number
0001, Item Code 401063M, Description Hot Mix Asphalt 12.5
H 76 Surface Course.

3. Click the Record Work Item button. SiteManager displays the
info on the Work Items panel.

4. Click the New button.
5. Inthe Plan Page Nbr field, type 10.

6. Inthe Contractor drop-down list, click the expand arrow and
click IEW CONSTR GP **PRIME**.

7. Inthe Location field, type Rt. 8002
8. Inthe Station From field, type 102 + .0 L 25.
9. Inthe Station To field, type 102 + 25 L 25.

10. Click the Save button.

Notice the
11. Click the DWR Template button. availability of the
Asphalt
12. Double-click Template ID DC 29B, Description DC 29B —  percentage
Bituminous Concrete Pavement. template.

13. In the Producer field, type Tilcon — Riverdale.
14. In the Base Temperature field, type 74.

15. In the Asphalt Percentage field, type 5.

16. In the Mix No field, type C14DC0125.

17. In the Highest field, type 318.
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18. In the Lowest field, type 312.
19. Click the Save button.

20. In the Location Baseline Station to Station field, type 102+00
to 102+25.

21. In the Lane field, type L1.

22. In the Lift field, type 1.

23. In the Thickness In. field, type 2.

24. In the Lot No. field, type 1.

25. In the Lbs. Received field, type 157,000.
26. In the Lbs. Laid field, type 154,000.

27. Inthe S. Y. Laid field, type 667.

28. What is the Lbs/S. Y.?
230.88

29. Click the Save button.
30. Click the New button.

31. In the Location Baseline Station to Station field, type 102+00
to 102+25.

32. In the Lane field, type R1.

33. In the Lift field, type 1.

34. In the Thickness In. field, type 2.

35. In the Lot No. field, type 2.

36. In the Lbs. Received field, type 158,000.
37. In the Lbs. Laid field, type 155,000.

38. Inthe S. Y. Laid field, type 668.

39. What is the Lbs/S. Y.?
232.04

40. What is the Placed Quantity?
154.50
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41. Click the Save button.
42. Click the Close button.
43. Click the Close button.
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Review for Section 6

To copy a DWR:

1.

w

10.
11.
12.
13.

14,

15.

16.

17.

18.

19.

20.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

In the Date list box, scroll to and double-
click the desired DWR date.
Double-click the DWR Date field.

Click the back arrow until the calendar
displays the month and year of the DWR
date that will be copied.

Click the DWR date to copy.

Click the OK button.

Click the Yes button.

In the High Temperature field, type the
high temperature.

In the Low Temperature field, type the
low temperature.

In the A.M. field, click the expand arrow
and click the appropriate morning weather
condition.

In the P.M. field, click the expand arrow
and click the appropriate afternoon
weather condition.

In the Remarks Type list box, scroll to
and click -Environmental.

In the Remarks text box, type the
environmental remarks .

In the Remarks Type list box, scroll to
and click -Safety.

In the Remarks text box, type the Safety
remarks.

Click the Save button.

To add a Contractor to a DWR:

1.

w

9.

10.

11.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Contractors folder tab.

On the Contractors folder tab, click the
Contractor area.

Click the New button. An empty row is
added to the list.

In the Contractor drop-down list, click
the expand and click the desired
Contractor.

Click the Save button.

To delete a Contract from a DWR:

1.

w

7.
8.
9

10.
11.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Contractors folder tab.

Click the desired Contractor.

Click the Delete button.

Click the Yes button.

Click the Save button.
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To add a personnel type:

1. Double-click the Daily Work Reports
icon.

2. Double-click the Daily Work Reports
icon.

3. Click the Open button.

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

5. Inthe Inspector list box, scroll to and
double-click the desired Inspector.

6. In the Date list box, scroll to and double-
click the desired date.

7. Click the Contractors folder tab.

8. On the Contractors folder tab, click the
desired Contractor.

9. Click the Personnel Type area.

10. Click the New button. An empty row is
added to the list.

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

12. In the Nbr of Persons field, type the
number of onsite person for the personnel
type.

13. In the Hours Worked field, type the
number of hours worked for the personnel
type.

14. Click the Save button.

To delete a personnel type:

1. Double-click the Daily Work Reports
icon.

2. Double-click the Daily Work Reports

icon.

Click the Open button.

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

5. Inthe Inspector list box, scroll to and
double-click the desired Inspector.

6. Inthe Date list box, scroll to and double-
click the desired date.

7. Click the Contractors folder tab.

8. On the Contractors folder tab, click the
desired Contractor.

9. Click the desired Personnel Type.

10. Click the Delete button.

11. Click the Yes button.

12. Click the Save button.

w

To add contractor equipment:

1.

o

10.

11.

12.

13.

14,

15.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Contractor Equipment folder
tab.

Click the desired Contractor.

Click the Equipment ID-Description
area.

Click the New button. An empty row is
added to the list.

In the Equipment ID-Description drop-
down list, click the expand arrow and
click the desired equipment.

In the Nbr. of Pieces field, type the
equipment number of pieces onsite.

In the Nbr Used field, type the equipment
number that was used.

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

Click the Save button.

To delete contractor equipment:

1.

8.
9.

10.
11.
12.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Contractor Equipment folder
tab.

Click the desired Contractor.

Click the desired Equipment ID-
Description.

Click the Delete button.

Click the Yes button.

Click the Save button
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To add NJDOT Activity Hours:

1.

2

10.

11.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Work Activities folder tab.
Click the New button.

In the Work Activities drop-down list,
click the expand arrow and click the
activity.

In the Reg. Hours field, type the number
of hours worked.

Click the Save button.

To delete NJDOT Activity Hours:

1.

o

7.
8.
9

10.
11.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Work Activities folder tab.
Click the desired activity.

Click the Delete button.

Click the Yes button.

Click the Save button.

To use a DWR template:

1.

o N

10.
11.

12.

13.

14,
15.

16.

17.
18.
19.
20.
21.
22.
23.

Double-click the Daily Work Reports
icon.

Double-click the Daily Work Reports
icon.

Click the Open button.

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

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

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

Click the Work Items folder tab.

Scroll to and click the desired item.
Click the Record Work Item button.
SiteManager displays the info on the
Work Items panel.

Click the New button.

In the Plan Page Nbr field, type plan
page number.

In the Contractor drop-down list, click
the expand arrow and click desired
Contractor

In the As-Built Qty field, type the As-
Built Quantity, if available.

In the Location field, type the location.
In the Station From field, type stations
from information.

In the Station To field, type stations to
information.

Click the Save button.

Click the DWR Template button.
Double-click the desired template.
Enter the template information.

Click the Save button.

Click the Close button.

Click the Close button.
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Summary for Section 6

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

Login: tpxxxxx  Group: INSP Contract: 8888D

Copy the DWR created for Contract 8888D by Sam Brown on 08/12/08 to create a DWR for
08/13/08.

Modify the DWR to reflect the following information:
Weather conditions:

e High - 95 degrees e AM —Partly Sunny
e Low - 65 degrees e PM -Humid
Remarks:
e Environmental: No environmental issues as of today
o -Safety: All Safety devices clean and installed as per TCP.
Contractors:
e |EW Constr Gp e Parapet Constructors
IEW Personnel:
e 1 Forman worked 8 hours e 1 Truck Driver Teamster worked
e 4 Laborers worked 8 hours 4 hours
each
Parapet Constructors Personnel:
e 3 Carpenters worked 8 hours e 1 Carpenter foreman
each worked 8 hours

e 3 Laborers worked 8 hours each
IEW Equipment:
o Traffic Line Remover — Truck Mtd. — 1 onsite and used for 8 hours.
e Pick-Up Truck — 1T — 1 onsite and used for 8 hours.
e Bituminous Distributor Truck — 1 onsite and used for 4 hours.
Parapet Constructors Equipment:
e Compressor — Diesel — 1 used onsite for 8 hours.

Work Activties:
e Sam Brown - Drainage — 4 hours.

Work Item:

Line Item Number 0028, Category Number 0001, Item Code 401030M, Description Tack Coat
e Plan Page Nbr: 34 e Station From: 505 + 75 L 25
e Contractor: IEW CONSTR GP e Station To: 805+ 75 L 25

e Location: Route 476 Southbound
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DWR Template:

Template ID DC29C, Description DC29C Tack Coat

Exit SiteManager.

Producer: Exxon, Bayway

Producer Location: Bayway, NJ

Grade of Materials Applied: RC-70

Specific Temperature Range of Material: 70 to 140
Percent Asphalt: 100

Location Station to Station: 505 + 75 L 25 to 805 +75 L 25
Lane or Side: L

Lot No: 9

Tank No: 7

Date Material Inspected: 081208

Delivery Slip No: 531

Truck No: 11

Gage on Truck Start: 21.5

Gage on Truck Finished: 32

Temp of Matl: 130

Conversion Factor: .9725

Gallons Applied Gross: 130

Number of SY Covered: 5457

What is the Placed Quantity?
126.43
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7/ Creating Diaries

By the end of this section, you will be able to:
Understand SiteManager Diaries
Create a Diary
View and Authorize a DWR
Create a Charge Day
Create a No Charge Day
Adjust a Diary

7 Creating Diaries 7-1



Understanding SiteManager Diaries

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

Authorize
Charge
The Resident Engineer uses the Diary window to perform five functions:

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

2. Preview Daily Work Reports of their inspectors for a specific
contract and day

3. Authorize them (or not)
4. Apply Charges for a specific contract and day

5. Make Remarks

~ Authorize Charge il

Contract ID:  [7777E

Diary Date: | 03/07/02  Last Modified User ID: tpsjone Creator User ID:[tpsjone
Inspector Authorized | Authorized Date (DR Template
| W [ oo [ W | | |
Remarks:
- Environmental Spell Check
- Safety |
Accidents
v

Figure 7-1. The Diary Authorize Folder Tab
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E ; Exercise 7-1

Main Panel > Daily Work Reports > Diary

In the following exercise, you will create a new diary.
Login: tpxxxxx  Group: RE Contract: ID

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

2. Inthe User ID field, type tpxxxxx.

Press the Tab key.

> w

In the Password field, type pass.

o

Press the Enter key.
6. Double-click the Daily Work Reports icon.
7. Double-click the Diary icon.

8. Click the Services menu and then click the Choose Keys
choice.

9. Inthe Contract ID list box, scroll to and double-click Contract
ID ID.
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Creating a Diary

The Diary Authorize folder tab lets the Resident Engineer create a Diary.
The Resident Engineer can create a Diary with or without Daily Work
Reports. Typically, the Resident Engineer creates a Diary from the Daily
Work Reports that have been submitted by the Inspectors. To create a
Diary, the User selects a Contract first, and then enters the diary’s date on
the Diary Authorize panel. By entering the date, the Resident Engineer is
also selecting the Daily Work Reports with this date and creating a Diary
with this date. The Resident Engineer can enter a date by selecting it from
a calendar. If the User double-clicks the Diary Date field, a calendar is
displayed on which the User can select the date.

= X
Select Date

August 2008
S M TWTFE 3
1z
5 4 5 6|7 & 4
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 I5 26 27 I8 29 30

«| =] 5

Cancel |

Figure 7-2. The Calendar
The User can not enter a date that is after the current system data.

After the User selects a date, the Diary Authorize folder tab lists the Daily
Work Reports submitted for the selected date. If a Diary has not already
been saved for the selected date, a new Diary is created. The reports are
listed alphabetically by the name of the Inspector who submitted the
report.
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The Resident Engineer or his designee are to create a Diary for each
day of the Contract, beginning with the Official Contract Start Date
or the Work Begin Date, whichever date occurs first. Diaries are to
be created for each day until the Contract is complete, which is
identified in SiteManager when the Completion Date key date is
entered.

aﬁ Exercise 7-2

Main Panel > Daily Work Reports > Diary

In the following exercise, you will create a new diary.
Login: tpxxxxx  Group: RE Contract: 1D

1. Inthe Diary Date field, type 080708.

2. Press the Enter key.

3. Click the Save button.

7 Creating Diaries

7-5



Viewing and Authorizing DWR

The Preview option on the Diary panel lets the User view and print a
summary of a Daily Work Report without leaving the Diary panel.

The Diary Authorize folder tab lets the Resident 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, SiteManager enters the current date in the
Authorized Date field. The User can remove authorization (and the
authorized date) by removing the check from the Authorized check box.

If the Resident Engineer chooses not to authorize a Daily Work Report,
the Inspector may access the DWR for modification. Only the author of
the Daily Work Report (the Inspector) can modify the Daily Work Report.
By authorizing a Daily Work Report, the Resident Engineer is flagging
that DWR for use by the Contractor Payments component of SiteManager
in the Estimate Generation process. Authorization approves the installed
work reported by the DWR to be included in the next Estimate for
payment.

Once an estimate has been approved, the authorized Daily Work Reports
associated with the estimate become read-only in SiteManager and further
changes to those DWRs are not allowed.

EPrinl Preview E\|@
New | prior [ Prnt Setwp.. | Zoom.. | Saveds..| Close [ Rulers
T T T T T T T T T A N T A L

= 78
3 RPTAD: ROWRHCON New Jersey DATE: 10/26/2008 £
E USER: tpsjone Department of Transportation PAGE: 10f3

3 Jones, Kelly =
= DAILY WORK REPORT FOR CONTRACT: 7777E £L
4 [DWR Date 05/07/2008] Contract ID 7777 [Authorized: No [Locked No [ Paid: No

3 [Inspector ID:tpsbrow | Inspector: Biown, Sam |
E High Temp: 32 Low Temp: 67 AM_ Condition: Sunny P_M_ Condition: Partly Suny |
21 | Work Suspended Time: 00.00 Work Resumed Time:00:00 | No Work Items Instld:[ ] No Contis Present:[] No Staff Present: [] F2
3 Remarks: Tes - Environmental Mo envitanmental issues as of today. £
k -Safaly Al ssfety devices clean and installed in accordance with TCP. E
3 Contractor Information E
3 3
E Contractor ID: 45768 Contractor Name: AMERICAN SAFETY 55 ING Hrs Worked: 16000 £
E Nbr of Supervisors: Hbr OF Workers: 2 E
4 Variable Labor: Personnel Title Gty HrsWorked £
3 Trick Driver-Teamster 1 8.000 E
EE F4
= Traffic Control Conrdinator (1] 1 8000 |
59 £s
3 Equipment: _ Description Oty Qty Used Hrs. Used E
K Crash Attenuators- Truck Mountec 1 1 8.000

Figure 7-3. The Daily Work Report Preview
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Prior to authorizing the DWR, the Resident Engineer is to
ensure all placed quantities are correct. This can be done by
reviewing the DWR in the DWR window or by reviewing the
Preview DWR Report in the Diary window.

If the Resident Engineer notices a discrepancy with the DWR,
the creator of the DWR is to be notified so that it can be
corrected. If the creator of the DWR is not available prior to
the end of the estimate period, the Resident Engineer is to
create his own DWR to adjust the quantity and note the
purpose of the adjustment in Remarks for the item on the
DWR.

Remarks are available for each Diary. The Resident Engineer
is to enter his or her comments regarding the day on the Diary
or on his or her DWR.

7 Creating Diaries

7-7



E ; Exercise 7-3

Main Panel > Daily Work Reports > Diary

In the following exercise, you will preview and authorize a DWR.

Login: tpxxxxx  Group: RE Contract: ID
1. Inthe Inspector list box, click the DWR for Brown, Sam.

2. Click the Services menu, and then click the Preview DWR
choice.

3. Click the Close button.
4. Click the Authorized check box (ON).

5. Click the Save button.
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Creating a Charge Day

The Diary Charge folder tab lets the User record charge or credit
information for the day and enter remarks. The User reviews the Daily
Work Reports in the Diary to determine if work was performed on the
Contract. If work was performed, a Full Day or Half Day charge can be
applied to the Contract end date.

Authorize  * Charge
Contract ID: [7777E Date: [08/07/08
Charge Type Total Mumber of Diaries: 1
Total Diary Charge Daps:  1.00
i ¥y o Iy

~ ;ulllfllJ)ay _ Total Diary No Charge Daps:  0.00

o all Jay Credit Reason Adj Total Diary Charge Days:  1.00

Mo Charge :l' Adj Total Diary Mo Charge Days:  0.00
Mistn Charge Credit
Mbr Milestone Description Amount Reason

(i} Stage 1a | Ful Day |

Figure 7-4. The Diary Charge Folder Tab

The Resident Engineer is to record the type of charge for each day
of the Contract and for active Milestones, as applicable.

The Charge information entered on a Diary is displayed on the
Tabulation of Work Days Report.
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E ; Exercise 7-4

Main Panel > Daily Work Reports > Diary

In the following exercise, you will charge the Contract and
Milestone with a Working Day.

Login: tpxxxxx  Group: RE Contract: 1D
1. Click the Charge folder tab.
2. Click in the Milestone area.

Click the New button.

> W

In the Milestone drop-down list, select Milestone 01 Stagela.

5. Click the Save button.
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Creating a No Charge Day

A No Charge (credit) day is a day on which no work was performed on the
Contract. For No Charge days, no time is applied towards the Contract
end date. For Half Days and No Charge days, the User must enter a credit
reason to explain why a credit was given. The User can also apply charge
or credit information to milestones for the Contract. For Half Days and
No Charge days applied to a milestone, the User must also enter a credit
reason.

- Authorize Charge

Contiact ID:  [F777E Date: 08/09/03

Charge Type Total Humber of Diaries: 2
Total Diary Charge Days: 2.00

" Full D
~ Hu I Day _ Total Diary Mo Charge Daps: 0.00
& alf Yay Credit Reason Adj Total Diary Charge Daps:  2.00
* Mo Charge Saturday :l' Ad| Total Diary Mo Charge Daps: 0.00

Mistn Charge Credit

Mbr Milestone Description Amount Reason
i > |[No Charge _|[Saturday

4
4

Figure 7-5. The Diary Charge Folder Tab
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E ; Exercise 7-5

Main Panel > Daily Work Reports > Diary

In the following exercise, you will create a no charge diary.
Login: tpxxxxx  Group: RE Contract: ID

1. Click the Authorize folder tab.

2. Click the New button.

In the Diary Date field, type 080908.

> w

Press the Enter key.

o

Click the Save button.
6. Click the Charge folder tab.
7. Click the No Charge radio button.

8. Inthe Credit Reason drop-down list, click the expand arrow
and click Saturday.

9. Click the Save button.

10. Click in the Milestone area.

11. Click the New button.

12. In the Milestone drop-down list, select Milestone 01 Stage 1a.
13. Click the Save button.

14. Click the Close button.
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Adjusting a Diary

The Diary Adjustment Window Diary Tab allows adjustments to charge
days on a Diary associated with a paid estimate. The top of the window
displays the current Diary Charge information. The lower window
displays the adjustments that have been made.

= Diary Adjustments -

Diary * Milestanes
ContractlD:  |7777K Diary Date: 09/19/08 Charge: |Full Day

Credit Heason

Update Date Estimate

07—

Seq Nbr

Charge: Mo Charge Credit Reason: [‘w’eather
User Id: fpsione Update Date: 1042908 Ceq Nbr: 1

Remarks:

"wieather conditions unfawvorable for work,

Figure 7-6. The Diary Adjustment Window

The Resident Engineer is to adjust charge days for the Contract and
Milestones on paid estimates in the Diary Adjustments window.

A reason for the adjustment is to be included in the Remarks field.
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Exercise 7-6

Main Panel > Daily Work Reports > Diary

In the following exercise, you will adjust the charge type for a
Diary on a paid estimate.

8.
9.

Login: tpxxxxx  Group: RE Contract: 7777K

Double-click the Diary Adjustment icon.

In the Contract ID list box, scroll to and double-click Contract
ID 7777K.

In the Diary list box, scroll to and double-click Diary Date
09/19/2008.

Click the New button.

In the Charge drop-down list, click the expand arrow and click
No Charge.

In the Credit Reason drop-down list, click the expand arrow
and click Weather.

In the Remarks field, type Weather conditions unfavorable
for work.

Click the Save button.

Click the Close button.

10. Click the Main Panel folder tab.
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Review for Section 7

To create a Diary for a Charge Day::

1.

o

RBoOox~No

= o

13.

Double-click the Daily Work Reports
icon.

Double-click the Diary icon.

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

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

In the Diary Date field, type date of
the diary.

Press the Enter key.

Click the Save button.

Click the Charge folder tab.

Click in the Milestone area.

Click the New button.

In the Milestone drop-down list, select
desired milestone.

Click the Save button.

Click the Close button.

To create a Diary for a No Charge Day.

1.

13.
14,
15.
16.

17.

Double-click the Daily Work Reports
icon.

Double-click the Diary icon.

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

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

Click the Authorize folder tab.

Click the New button.

In the Diary Date field, type diary
date.

Press the Enter key.

Click the Save button.

Click the Charge folder tab.

. Click the No Charge radio button.

In the Credit Reason drop-down list,
click the expand arrow and click the
desired reason.

Click the Save button.

Click in the Milestone area.

Click the New button.

In the Milestone drop-down list, select
desired milestone.

In the Charge Amount drop-down
list, click the expand arrow and click
the desired charge.

18.

19.
20.

In the Credit Reason drop-down list,
click the expand arrow and click
desired reason.

Click the Save button.

Click the Close button.

To Preview and Authorize a DWR

1.

N

®© N

Double-click the Daily Work Reports
icon.

Double-click the Diary icon.

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

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

In the Inspector list box, click the
Inspector’s name.

Click the Services menu, and then
click the Preview DWR choice.

Click the Close button.

Click the Authorized check box (ON).
Click the Save button.

To adjust a diary on a paid item:

1.

2.

a s~

©

Double-click the Diary Adjustment
icon.

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

In the Diary list box, scroll to and
double-click the desired diary date.
Click the New button.

In the Charge drop-down list, click the
expand arrow and click the desired
charge

In the Credit Reason drop-down list,
click the expand arrow and click the
credit reason.

In the Remarks field, type the reason
remark.

Click the Save button.

Click the Close button.
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Summary for Section 7
In the following exercise you will create Diaries and review activities on Contract 8888E

Login: tpxxxxx Group RE  Contract: 8888E

1. Create a new Diary for Contract 8888E on 08/11/08.
2. Preview Sam Brown’s DWR created on 08/11/08.

3. What items were placed on 08/11/08 according to Sam Brown’s DWR?
610025M Removal of Traffic Stripes and 551030M Curb Reconstruction, Curb

4. Authorize Sam Brown’s DWR.
5. Charge Milestone 1 Stagela with a Working Day.

6. Create a new Diary for Contract 1D 8888E of 08/16/08. Make this Diary a No
Charge Day with the reason code Saturday.

7. When should the Diary Adjustment window be used?
The Diary Adjustment window is only used to modify the time charged on a Contract and/or when the
Diary has already been included on an estimate.

8. Exit SiteManager.
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8 Creating the Weekly

By the end of this section, you will be able to:
Record Daily Hours
Identify This Week’s and Next Week’s Activities
Record Weekly Material Hours
Confirm the Weekly Hours
Generate the Weekly Progress Report
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Recording Daily Hours

The Contract Manpower Program is a custom program developed for the
specific use of NJDOT to capture the planned hours as well as the Daily
hours of individuals working on a Contract.

The Weekly Hours folder tab displays Contract personnel that were
selected in the Contract Personnel folder tab during the Contract
Activation Process. If needed, Contract personnel may be modified
throughout the life of the Contract.

When accessing the Contract Manpower Program for the purpose of
recording daily hours for Contract personnel, the User must first select the
week ending date from the Week Ending drop-down list. Hours for
Contract personnel may be recorded in the Contract Manpower Program
starting with the week the Contract was loaded into SiteManager until the
Contract is complete.

To record hours to Contract personnel the User must click either the
Regular Hours or Over Time Hours field for the for the date and desired
individual, which opens the Daily Work window. In the Daily Work
window, regular and overtime hours can be recorded for the individual.
When complete, the User must click the Save and Close button to return to
the Weekly Hours folder tab or the User may use the Next Day or
Previous Day buttons to record other the hours for the same individual on
different days.

Daily State and Local Police hours are recorded in the Daily Work
window. To access the Daily Work Window for State and Local Police,
the User must click either the Regular Hours or Over Time Hours field.
The total hours for all the State and Local Police on the Contract should in
the Daily Hours folder tab in the fields for either State or Local Police
Hours.

The total hours entered for each Contract personnel and State and Local
Police are displayed on the Weekly Hours folder tab.
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File  Help

Wieekly Hours | Contract Personnel | Planned Hours

Contract ID:  7777E
week Ending:  oz/09,02 w

Time Complets

Hours for DOT Reg

Material Team Lead |00

oT
o0

Material Technician | -07
Emie Saturday Sunday IMonday Tuesday ‘Wednesday Thursday Friday ieek
Title oe/o2/08  09/0308 DB/408 00508 080508 080708 Osieie  Towmls (B ek BEEEEs
Construction/Operation Reg OT Reg OT Reg OT Reg OT Reg OT Reg OT Reg OT Reg OT
ersonnel
FLETES 00 00 00 00 00 00 00 00 00 00 00 00 00 e o B
Canstruct. C&M Tech 1 8o 00 oo 00 ool ! .0 00 O 0 00 00 00
Erown, Sam -
e CR TS 00 00 00 00 00 00 00 00 00 00 80 00 80 00 160 00
ones, Kelly
’ ) 0o 00 00 00 00 00 00 00 00 00 80 00 80 00 160 00 |
Construct. Project Engineer
Lewis, Tyler -
Sl 0o 00 00 00 00 00 00 00 00 00 40 00 40 00 &0 00
oy 00 00 00 00 00 00 00 00 00 00 00 00 00 v
Construct. C &M Tech 1 oo D @ 0 o ! .0 0.0 0 0 00 00 00
Traffic Reg ©OT Reg OT Reg OT Reg OT Reg OT Reg OT Reg OT Reg OT
State Polica 00 00 00 00 00 00 0000 00 00 24000 00 00 240 00
Local Folice 00 0.0 00 00 00 00 00 00 00 00 00 00 00 00 00 00
Req OT Reg OT Reg OT Reg OT Reg ©OT Reg OT Reg OT Reg o7
Totals 00 00 00 00 00 00 00 00 00 00 440 00 200 00 &40 00
<

M Contract ManPower Program g@gl

~

Figure 8-1. Contract Manpower Program — Weekly Hours Folder Tab

Enter Daily Work Data El

Mame: Brown, Sam
Title: Construct. C & M Tech 2
Regular
Resident Engineer .0
MNon Resident Engineser | g
Office Work 0
General .0
Earth 0
Drainage 0
Agoregates 0
Curb and Sidewalk alo
Paving Ki]
Structures 0
Litilities 0
Electrical .0
Guide Rail 0
Safety 0
Miscellaneous .0
Special Category 0
State Police 0
Local Police .0

el @R/ l Cancel l lSave and Close ]
’Previous Day ] ’ Next Day ]

Overtime Other Time
.0 Yacation 0
] Sick o
0 Administration 0
0 Haoliday .0
0 Without Pay 0
0 With Pay 0
0 Other Leave 0
0 Training Off Project 0
.0 Loaned Off Project 0
.0 Special Assignment 0
.0
.0
.0
.0
.0
.0
.0
.0

Figure 8-2. Contract Manpower Program — Daily Work Data Window
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The Resident Engineer or his designee are to record the daily hours
for all personnel on the Contract.

Daily Hours for
each work
activity can be

— foundonthe
at Daily Staff folder

Exercise 8-1 tab in the Daily
Main Panel > Contract Administration > Contract Records > Work Report
Contracts window.

In the following exercise, you will record the weekly hours for
Contract personnel.

Login: tpslewi Group: OENGR Contract: 7777E
1. Double-click the SiteManager icon on your desktop.
2. Inthe User ID field, type tpslewi.
3. Press the Tab key.
4. In the Password field, type pass.
5. Press the Enter key.
6. Double-click the Contract Administration icon.
7. Double-click the Contract Records icon.
8. Double-click the Contracts icon.

9. Inthe Contract ID list box, scroll to and double-click Contract
ID 7777E.

10. Click the Attachments button.
11. Double-click the Contract Manpower Program attachment.

12. In the Week Ending drop-down list, select Week Ending
08/08/08.

13. In the 08/07/08, column, click the Reg Hours field for Brown,
Sam.

14. In the Curb and Sidewalk Regular field, type 8.

15. Click the Next Day button.
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16.
17.
18.

19.
20.
21.
22,
23.

24,
25.
26.
217.
28.

29.
30.

In the Curb and Sidewalk Regular field, type 8.
Click the Save and Close button.

In the 08/07/08, column, click the Reg Hours field for Jones,
Kelly.

In the Resident Engineer Regular field, type 8.
Click the Next Day button.

In the Resident Engineer Regular field, type 8.
Click the Save and Close button.

In the 08/07/08, column, click the Reg Hours field for Lewis,
Tyler.

In the Office Work Regular field, type 4.
Click the Next Day button.

In the Office Work Regular field, type 4.
Click the Save and Close button.

In the 08/07/08, column, click the Reg Hours field for State
Police.

In the State Police Regular field, type 24.

Click the Save and Close button.
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Identifying This Week’s and Next Week’s
Activities

The Resident Engineer or his Designee should identify the work activity
that best summaries the work performed by the Contract personnel on the
Weekly Hours folder tab in the Contract Manpower Program. The activity
selected in the This Week and Next Week drop-down lists is automatically
transferred to the Weekly Report.

This \Weelk Mext Weslk

v v

i_urb & Sidewalk Insp, | Drainage Insp. W |

Resident Engineer % | Resident Engineer % |

Office \Work - EED % | Yacation w |

v v

Figure 8-3. Contract Manpower Program — This Week and Next Week Activities

The Resident Engineer or his designee are to identify the work
activity that summaries the main type of work performed by each
Contract Personnel for the current and following week.
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E ; Exercise 8-2

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will identify the next week’s activities
for personnel on the Contract.

The This Week

Login: tpslewi Group: OENGR Contract: 7777E and Next Week

1. For the This Week column for Brown, Sam, in the Activities ———  drop-down lists
drop-down list, click the expand arrow and click Curb & dlsplays aCI_IVItIeS
Sidewalk Insp. in alphabetical

order.

2. For the Next Week column for Brown, Sam, in the Activities
drop-down list, click the expand arrow and click Drainage
Insp.

3. For the This Week column for Jones, Kelly, in the Activities
drop-down list, click the expand arrow and click Resident
Engineer.

4. For the Next Week column for Jones, Kelly, in the Activities
drop-down list, click the expand arrow and click Resident
Engineer.

5. For the This Week column for Lewis, Tyler, in the Activities
drop-down list, click the expand arrow and click Office Work-
EEO.

6. For the Next Week column for Lewis, Tyler, in the Activities
drop-down list, click the expand arrow and click VVacation.

7. Click the Save button.
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Recording Weekly Material Hours

The Resident Engineer or his Designee should record the total regular and
overtime hours for the week for the Materials Team Lead and the
Materials Technicians working on the Contract in the Contract Manpower
Program on the Weekly Hours folder tab.

Hours for DOT Req O
| Save |

Material Team Lead (1900 .00
1200| .00 | Close |

Material Technician

Figure 8-4. Contract Manpower Program — Material Hours

The Resident Engineer or his designee are to record the total
regular and overtime hours for the Materials Team Lead and
Technicians on the Contract on the Weekly Hours folder tab.

aﬁ Exercise 8-3

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will record the weekly material
hours.

Login: tpslewi Group: OENGR Contract: 7777E
1. Inthe Materials Team Lead Reg field, type 10.
2. Inthe Materials Technician Reg field, type 12.

3. Click the Save button.
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Confirming the Weekly Hours

The Resident Engineer or his Designee should click the Time Complete
button on the Weekly Hours folder tab to identify that the modifications to
the Contract Personnel time for the week is complete. Once the Time
Complete button is clicked and the User confirms the selection, no
modifications can be made to the week’s hours, however, the weekly
hours can be viewed in an inquiry window.

TIME COMPLETED

@ Are you sure wou wank to mark the week as Complete

| Ik | | Cancel

Figure 8-5. Contract Manpower Program — Time Complete Message

The Resident Engineer or his designee are to confirm the weekly
hours by clicking the Time Complete button once all hour
information has been entered for the week.

Once the Time Complete button is selected, no additional
modifications can be made to the week’s reported hours.
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E ; Exercise 8-4

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will confirm the weekly hours for all
personnel on the Contract.

Login: tpslewi Group: OENGR Contract: 7777E
1. Click the Time Complete button.
2. Click the OK button.
3. Click the Close button.

4. Click the Close button.
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Generating the Weekly Progress Report

The Weekly Report is generated from Crystal Reports and used to review
the week’s item activities on the Contract as well personnel work hours.
Crystal Reports can be accessed directly through a web browser or
through the SiteManager Reports icon on the Main Panel. Once in Crystal
Reports, the user must identify the parameters for the generation of the
report. Parameters for the Weekly Progress Report include the Contract
ID, the Week Ending Date, the Most Appropriate Project Status, and other
additional statuses.

Select Contract ID: Contract [0
TTITG v

Enter Week Ending Date: ‘Week Ending Date
Pleaze enter Date in format "y -mim-cd”
2005-5-3 =

Select Most Appropriate Status: Most Appropriste Stetus
Active Constr. Project L

Select Other Applicable Statuses: Select Cther Applicable Statuses

Selected Walues:
kol Mo other Applicable

By Proj. Mgt
Active Constr. Project
Awvatting Growth of Grass
Az-Buit Incomplete
Aypeaiting As-Bult Agreement

Auwvaiting Telephone Bill
Commizzion Action Pending W

‘ Remove || Remove All |

Figure 8-6. The Weekly Progress Report Parameters

The Resident Engineer or his designee are to generate the Weekly
Report for review. The Weekly Report is to be exported to PDF and
emailed to the required reviewers.
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E ; Exercise 8-5

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will generate the Weekly Report.
Login: tpslewi Group: OENGR Contract: 7777G
1. Click the Main Panel folder tab.
2. Double-click the Reports icon.
Double-click the Weekly Progress Report 7777G.

3
4. What two items were installed this week? Curb Piece and Drum

5. Click the Close button.

6. Click the Close button to return to SiteManager.
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Review for Section 8

To record the weekly hours for Contract Personnel:

1.

w

10.

11.

Double-click the Contract
Administration icon.

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

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

Click the Attachments button.
Double-click the Contract Manpower
Program.

In the Week Ending drop-down list, click
the expand arrow and click the desired
week.

Click the Reg Hours field for the desired
personnel and date.

Click the desired activity field and type
the desired hours. Repeat until hours for
all activities for the day for the selected
person have been entered.

Click the Next Day button to record hours
for the next day if applicable.

Click the Save and Close button.

To record State and Local Police hours:

1.

w

10.

11.
12.

13.

14.

Double-click the Contract
Administration icon.

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

In the Contract ID list box, scroll to and
double-click the desired Contract ID.
Click the Attachments button.
Double-click the Contract Manpower
Program.

In the Week Ending drop-down list, click
the expand arrow and click the desired
week.

Click the Reg Hours field for State
Police.

Click the State Police field and type the
desired hours.

Click the Next Day button to record hours
for the next day if applicable.

Click the Save and Close button.

Click the Reg Hours field for Local
Police.

Click the Local Police field and type the
desired hours.

Click the Next Day button to record hours
for the next day if applicable.

15. Click the Save and Close button.

To record This Week and Next Week activities:

1.

wn

oo

10.

Double-click the Contract Administration
icon.

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

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

Click the Attachments button.
Double-click the Contract Manpower
Program.

In the Week Ending drop-down list, click
the expand arrow and click the desired
week.

In the This Week column for the desired
personnel, click the Activities drop-down
list, and click the desired activity.

In the Next Week column for the desired
personnel, click the Activities drop-down
list, and click the desired activity.

Click the Save button.

To record weekly material hours:

1.

wmn

o

10.

Double-click the Contract Administration
icon.

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

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

Click the Attachments button.
Double-click the Contract Manpower
Program.

In the Week Ending drop-down list, click
the expand arrow and click the desired
week.

Click the Materials Team Lead hours field
and type the desired hours.

Click the Materials Technician hours field
and type the desired hours.

Click the Save button.
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To confirm the weekly hours:

1.

wn

o

8.

9

Double-click the Contract Administration
icon.

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

In the Contract ID list box, scroll to and
double-click the desired Contract ID.
Click the Attachments button.
Double-click the Contract Manpower
Program.

In the Week Ending drop-down list, click
the expand arrow and click the desired
week.

Click the Time Complete button.

Click the OK button.

10. Click the Close button.

To view Crystal Reports:

1.
2.
3.

o ks

RPN

= o

Double-click the Reports icon.

In the System field, type snj 187:6400.
In the User Name field, type
TSP_Construction.

In the Password field, type pave09.
In the Authentication drop-down list,
click the expand arrow and click
Enterprise.

Click Folders.

Click the TSP_Construction folder.
Click the desired report.

Enter the required Parameters.

Click the OK button.

View, Print, or Save the report.

To export a Crystal Report to PDF format.

No ok

Generate the desired report.

Click the Export this Report button.
In the File Format drop-down list, click
the expand arrow and click Adobe
Acrobat (PDF).

Click the OK button.

Click the Save button.

Save the report in the desired location.
Exit Crystal Reports.
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Summary for Section 8

In the following exercise you will create the weekly by recording the weekly activities for
Contract 8888E.

Login: tpslewi Group: OENGR Contract: 8888E

1. For Contract 8888E, open the Contract Manpower Program for week ending
08/15/08.

2. Record the following activity hours for Sam Brown:
e (8/11/08
= Curb and Sidewalk 8 hours
e (8/12/08
= Curb and Sidewalk 8 hours
e (8/13/08
= Curb and Sidewalk 4 hours
» Drainage 4 hours
3. Record the following activity hours for Kelly Jones:
e (8/11/08
= Resident Engineer — 8 hours
e (8/12/08
= Resident Engineer— 8 hours
e 08/13/08
= Resident Engineer— 8 hours
4. Record the following activity hours for State Police
e 08/11/08 — 8 hours
e 08/12/08- 8 hours
e (8/13/08- 8 hours

5. ldentify This Week’s and Next Week’s activities for Sam Brown as Curb and
Sidewalk Insp.

6. ldentify This Week’s and Next Week’s activities for Kelly Jones as Resident
Engineer.

7. Record that the Materials Technicians worked on the Contract for 24 hours.
8. Confirm that the weekly hours are complete.
9. Exit SiteManager.
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9 Generating a Progress Estimate

By the end of this section, you will be able to:
Review the NJDOT Progress Estimate Process
Generate the Installed Work Report
Generate the Estimate to Verify Quantities
View the SiteManager Inbox
View the Estimate Summary for Overruns
Generate the Estimate Summary Report
Determine the Fuel and Asphalt Price Adjustments

Generate the Estimate for Payment and View the Estimate
Summary Window

View Estimate Discrepancies

View the Estimate Item Detail Window
View the Estimate Item Paybook Window
View the Line Item Adjustment Window
View the Contract Adjustment Window
Approve the Estimate

Track the Estimate

Correct an Estimate
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SiteManager Estimate Overview

The Estimate Generation process manages the Estimate functionality from
the generation of an Estimate through the approval of the Estimate. The
functionality is divided into the following areas:

Generation of the Estimate

Review of Estimate information

Resolution of Estimate discrepancies

Review of Estimate item details

Approve or reject Estimate

Tracking of Estimate status

Log Payment Of Estimate

M SiteManager Panel

Main Panel T Estimate(+] r
=3 &g & [ ¢
E stimate Estimate Estimate Item  Estimate Item  Estimate Histary Estimate
Summary Discrepancy Detail Paybook. Approval

Figure 9-1. The Estimate Panel
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Reviewing the NJDOT Progress Estimate Process

The Progress Estimate process begins with the creation of a Daily Work
Report (DWR) and concludes with the last level approval of the Progress
Estimate.

Inspectors, Office Engineers, and Resident Engineers should create DWRs
to record construction activity by the close of business the day after the
work was performed. The Office Engineer or the Resident Engineer
should create a Diary for each day of the Estimate period, including
weekends and holidays.

The Resident Engineer should review the DWRs listed on the Diary for
accuracy. If an error is found on a DWR, the Resident Engineer should
contact the creator of the DWR so that the DWR may be corrected. If the
creator of the DWR is not available, the Resident Engineer should create
his own DWR to make an adjusting entry and provide an explanation
regarding the record in Remarks on the DWR. Once the DWR is correct,
the Resident Engineer should authorize the DWR for payment.

The Resident Engineer should generate the Installed Work Report prior to
generating an Estimate to review the item quantities that should be
included on the next Estimate and to determine if there are any DWRs that
should have been authorized for payment but are still unauthorized. If an
error is detected, the Resident Engineer should ensure it is corrected
before generating the Estimate.

The Resident Engineer should generate a draft Estimate for the purpose of
verifying quantities with the Contractor. Once the Estimate is generated,
the DWRs can no longer be unauthorized on a Diary or modified in the
DWR window. Once the quantities for payment have been determined,
the fuel and price adjustments applicable to the items in the Estimate
period should be calculated and be recorded on a DWR and authorized on
a Diary.

The Resident Engineer should generate an Estimate for the purpose of
payment. Once the Estimate is generated, the DWRs can no longer be
unauthorized on a Diary or modified in the DWR window. The Resident
Engineer should review the Estimate, fix or override all discrepancies, and
associate all contract adjustments to the Estimate prior to approving the
Estimate for payment. SiteManager windows and reports that may be used
to review the Estimate are as follows:

Estimate Summary Window

Estimate Discrepancy Window
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Fuel and Asphalt Price Adjustment Reports

Estimate Item Detail Window

Estimate Item Paybook Window

Line Item Adjustments Window

Contract Adjustments Window

Estimate Summary Report

Cost Summary to Date with Bonds in lieu of Retainage
Job Site Exception with Miscellaneous Deductions

Once the Estimate has been reviewed and modified, the Resident Engineer
should generate the Estimate Summary Report. This is the report that will
eventually be sent to the Contractor from Accounting Operations. If the
Resident Engineer is satisfied with Estimate, then he should proceed to the
next step of approving the Estimate. If the Resident Engineer finds an
error or omission, then he should follow the Estimate Correction
Procedure to fix the Estimate prior to its approval.

Accounting Operations should receive a SiteManager generated email to
the SiteManager Inbox alerting them that an Estimate is ready for
approval. Accounting Operations should review the Estimate in
SiteManager as required for its approval. If Accounting Operations
determines that the Estimate should not be paid, then the Estimate should
be rejected in the Estimate Rejection window. If Accounting Operation
determines that the Estimate should be paid, then the Estimate should be
approved in the Estimate Approval window in SiteManager upon receipt
of the SiteManager Inbox notification that the Resident Engineer has
received the DL 72 from the Contractor. Once the Estimate is approved in
SiteManager, Accounting Operations should send the contractor the
Voucher and Estimate Certificate. The Estimate should also be manually
entered into MASCE and FMIS.
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Generating the Installed Work Report

The Installed Work Report displays the amounts for all items installed in a
Contract (from both unauthorized and authorized Daily Work Reports)
that are not included on an Estimate.

ﬂ Installed Work @

Zoom: nw%{‘ e |

A

RPTD: RCPINSWEK. New Jersey DATE: 10/28/2
USER: tpsjone Department of Transportation PAGE-10F 1
UMPAID INSTALLED QUANTITY SUMMARY
CONTRACT ID: 7777)
LIN  Item Code Description Unit  Unit Price
Supplemental Description 1
Supplemental Description 2
DWR Date Entered By Location Auth Installed Qty Installed Amoun
Fed St Prj Nbr: IM-080-05(073) PCN: 7777)
Category Number: 0001
oo 159006M DRUM u $25.00
Qty Reported to Date: 160.00 Qty Authorized to Date: 16000 Qty Installed to Date: 0.00
08/07/08 EBrawn, Sam X 10,00 $200.0
Rt. 8002 10.00
08/08/08 Brawn, Sam X 150,00 $3.750.0
Rt. 8002 150.00
0029 401067 HOT MIXASPHALT 12.5 H 76 SURFACE COURSE T $85.00
Aty Reported to Date: 154.50 Qty Authorized to Date: 15450 Aty Installed to Date: 0.00
08/11/08 Brown, Sam X 154,50 $13132¢
Rt. 8002 15450
e F1IRR PIFCF " 45 N 4
>

Figure 9-2. The Install Work Report

The Resident Engineer or his designee are to generate the Installed
Work Report prior to generating the Estimate to review quantities
that have not yet been included on an Estimate. Any ‘Auth’ box that
does not have an *X’ is not authorized and will not be included in the
next Estimate.
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E ; Exercise 9-1

Main Panel > Contractor Payments > Reports > Installed Work
Report

In the following exercise, you will generate the Installed Work
Report.

Login: tpsjone Group: RE Contract: 7777J
1. Double-click the SiteManager icon on your desktop.
2. Inthe User ID field, type tpsjone.
3. Press the Tab key.
4. In the Password field, type pass.
5. Press the Enter key.
6. Double-click the Contractor Payments icon.
7. Double-click the Reports icon.
8. Double-click the Installed Work icon.

9. Inthe Contract ID column, scroll to and double-click Contract
ID 7777J.

10. Have all DWRs been authorized for payment? _Yes

11. Click the Close button.

9-6
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Generating the Estimate to Verify Quantities
There are different types of Estimates:

Progress (first and all intermediate)

Final

Supplemental — Lump Sum

The Generate Estimate window can be accessed within the Contractor
Payments component or by direct access from the In-Box. The default
Estimate choice is Progress.

When Generate Estimate is initiated by clicking the OK button,
SiteManager will verify that a prior Estimate does not exist for an
overlapping period of time (only one Estimate is valid for a period of
time). If one does exist, the user will be prompted with a window to
confirm the deletion of the prior Estimate. If the deletion is confirmed, the
generation process will delete the prior Estimate and initiate the generation
of the new Estimate as a background process. Otherwise, the generation
will be halted leaving the prior Estimate intact.

Once the Estimate has been submitted, an In-Box message will confirm
whether or not the Estimate generated successfully.

The Estimate generation process allows the user to generate an Estimate
for the Contract. The user selects to generate a Progress or a Final
Estimate from the Contractor Payments component. SiteManager then
performs a background process which performs the following activities:

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

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

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

9 Generating a Progress Estimate



the line item.

Identify discrepancies. This activity checks for and
reports discrepancies for the work being performed by
defined rules and conditions, e.g., physical completion
dates for milestones with projected end dates during
the Estimate period. This activity provides a window
with discrepancy details for the Resident Engineer so
that proactive steps can be taken for various project
issues. The edits performed during the Progress
Estimate are a subset of the edits performed during the
final Estimate.

Calculate retainage. This activity automatically
calculates the amount of retainage for the Estimate
period based upon the method identified for the
Contract. The calculated or gross retainage amount is
dispensed among the various retainage accounts. If
securities exist, a portion may be encumbered. When
escrow accounts exist, a portion may be distributed to
the account. Any remaining will be distributed to a
cash retainage contract account. Escrow balances are
maintained separately.

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.

The Resident Engineer is to generate a draft Estimate for the
purpose of verifying the quantities with the Contractor.
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E ; Exercise 9-2

Main Panel > Contractor Payments > Estimates > Generate
Estimate

In the following exercise, you will generate the Estimate to verify
guantities.

Login: tpsjone Group: RE Password: 7777F
1. Click the Contractor Payments folder tab.
2. Double-click the Estimate icon.
3. Double-click the Generate Estimate icon.

4. In the Contract list box, scroll to and double-click Contract ID
T777F.

5. Inthe End field, type 090508.
6. Click the Generate Estimate button.

7. In the message to delete the current Estimate, click the Yes
button.

8. In the message to reconnect to the servers, click the No button.
9. Inthe message, click the OK button.

10. Click the Close button.

The steps to
generate an
Estimate will
vary slightly in
Production since
servers are not
available in the
Training
application.
Refer students to
Review section
for Production
steps.
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Viewing the SiteManager Inbox

Users will receive specific messages generated by SiteManager (System
Generated Messages). In addition to SiteManager mail and the external
mail, the In-Box acts as a workflow manager by routing system-generated
messages to appropriate users and subsequently allowing access to
specific SiteManager functions through these messages. System-generated
messages are sent automatically to one or more users.

For example, when the user generates an Estimate, the user will receive an
In-Box message. When opening the In-Box message,

If the Estimate generation was successful and the request was for
a Progress or Final Estimate, the Estimate Summary panel
will be displayed.

If the Estimate generation was successful and the request was for
a supplemental Estimate, the Contract Adjustments panel will
be displayed.

If the Estimate generation was unsuccessful, then the Estimate
Activity Log report will be displayed.

The In-Box is accessed using the Accessories panel.

Uszer Mame Date-Time Subject
SYSTEM | 1078 14:50:42 |[Est. Nbr = 0001 for 7777F finished successfully

Figure 9-3. SiteManager In-Box
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The Resident Engineer is to view the SiteManager Inbox to verify
the successful generation of the Estimate. A message is also sent to
the Resident Engineer’s NJDOT email address.

aﬁ Exercise 9-3

Main Panel > Accessories > Inbox

In the following exercise, you view the SiteManager inbox for a
message stating that the Estimate has finished processing.

Login: tpsjone Group: RE Contract: 7777F
1. Click the Main Panel tab.
2. On the Main Panel, double-click the Accessories icon.

3. On the Accessories panel, double-click the In-Box icon.
SiteManager displays the In-Box window.

4. Double-click the message titled Est Nbr = 0001 for 7777F
finished successfully.
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Viewing the Estimate Summary for Overruns

The Estimate Summary panel allows the user to view calculated Estimate
summary information. It can be navigated to directly or from the In-Box.

The panel shows three sets of totals:

Current Estimate,

Combined totals for previous Estimate(s),

and

Totals to date.

E Estimate Summary

Figure 9-4. The Estimate Summary Panel

Contract ID: [7777F ~ Estimate Nbr:  [0001

Previous This Total ($)

E stimate(s) ($) E stimate ($) To Date
Item E arnings: | $0.00 | $17,222.50 [ $17.222.50
Participating: | $0.00 | $17,222.50 [ $17.22250
Non - Participating: | $000 | $000 | $0.00
Retainage: | $0.00 | [$264.45) [ [$264.45)
Stockpiled Materials: | $000 | $37400 | $374.00
Incentive: | $000 | $000 | $0.00
Disincentive: | $000 | $000 | $0.00
Liquidated Damage: | s000 | s000 | $0.00
Other Adjustments: | $000 | 000 | $0.00
Overnrun Adjustments: | $0.00 | ($250.00) | [$250.00)
Paid To Contractor: | $0.00 | $17.08205 | $17,082.05
SubContract Eamnings: | $000 | $400000 | $4,000.00
Prime Contract Earnings: | $000 | $1322250 | $13,222 50

v

The Resident Engineer is to view the Estimate Summary window to
determine if the Estimate includes item overruns. If overruns exist,
the Resident Engineer is to ensure that the placed quantities are
accurate by viewing the Estimate Discrepancy and Estimate Item

Detail Window.

If necessary, the quantities are to be modified by following the

Estimate Correction Procedure before proceeding with the Progress 7

Estimate Process.

The Estimate
Correction
Procedure is
discussed later in
this Section.

9-12
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aﬁ Exercise 9-4

Main Panel > Accessories > Inbox

In the following exercise, you view the Estimate summary for
overruns.

Login: tpsjone Group: RE Contract: 7777F

1. Did an item overrun on this Estimate? Yes ($250.00)

2. Click the Close button.
3. Click the Close button.

4. Click the Main Panel folder tab.
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Generating the Estimate Summary Report

The Estimate Summary Report is generated through Crystal Reports,
which is accessible directly through the Crystal Reports Server or by
double-clicking the Reports icon on the SiteManager Main Panel. The user
should then log into Crystal Reports and select the Estimate Summary
Report. When generating the report, the user should select the Contract ID
and the Estimate Number as the parameters. The Estimate Summary
Report can be viewed online, printed, or exported to PDF. The Estimate
Summary Report can be regenerated throughout the life of the Contract.
Once the Estimate begins the approval process, it cannot be modified
without rejecting the Estimate and regenerating it.

Select Contract ID and Estimate Humber Contract and Estimate - EST_MBR/Contract and Estimate - COMT_ID

Select Contract ID:

TTITE v

Select Estimate Number:

oom hd

Figure 9-5. Estimate Summary Report Parameters

The Resident Engineer is to generate the Estimate Summary Report
to verify the quantities of the Estimate with the Contractor.

If the quantities require modification, then the item quantities are to
be modified on a DWR and the Estimate regenerated before
proceeding with the Progress Estimate Process.

aﬁ Exercise 9-5

Main Panel > Reports

In the following exercise, you will generate the Estimate Summary
Report to verify quantities.

_ . In Production the
Login: tpsjone Group: RE Contract: 7777F Reports icon will

— open in Crystal

1. Double-click the Reports icon. Reports.

2. Double-click the Estimate Summary Report 7777F.

3. How many items are paid on this Estimate? 3

4. Click the Close button.

5. Click the Close button to return to SiteManager.
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Determining the Fuel and Asphalt Price
Adjustments

Fuel and asphalt price adjustments are applied to an Estimate through
separate items on a Daily Work Report. The amount of the fuel adjustment
is determined by generating the Fuel Price Adjustment report for the
Estimate period. The amount of the asphalt adjustment is determined by
generating the Asphalt Price Adjustment report for the Estimate period.

Generating the Fuel and Asphalt Price Adjustments Reports

The Fuel Price Adjustment Report and the Asphalt Price Adjustment
Report are generated through Crystal Reports, which is accessible directly
through the Crystal Reports Server or by double-clicking the Reports icon
on the SiteManager Main Panel. The user should then log into Crystal
Reports and select either the Fuel Price Adjustment or the Asphalt Price
Adjustment report. When generating the reports, the user should enter the
Contract ID and the Estimate Number as the parameters. The report can be
viewed online, printed, or exported to PDF. The reports can be regenerated
for the selected Estimate throughout the life of the Contract. The
adjustment reports show only the adjustment calculated based on the
Estimate selected.

Select Contract ID and Estimate Humber: cort_id and est_nbr pend - EST_RBRJcont_id and est_nbr pend - CONT _ID
Select Contract IO

TITTF “

Select Estimate Mumber:

oooq “

Figure 9-6. Price Adjustment Report Parameters

The Resident Engineer is to generate the Fuel Price Adjustment
and the Asphalt Price Adjustment Reports after the quantities on
the Estimate have been verified.
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&ﬁ Refer to the

~Exercise 9-6 Review section
Main Panel > Reports
—— for Crystal

In the following exercise, you will generate the Fuel and Asphalt Reports steps.

Price Adjustment Reports.

Login: tpsjone Group: RE Contract: 7777F
1. Double-click the Reports icon.
2. Double-click the Asphalt Price Adjustment Report.

. What is the Asphalt Price Adjustment? __ $946.31

3
4. Click the Close button.
5. Double-click the Fuel Price Adjustment Report.

6. What is the Fuel Price Adjustment? _ $112.01

7. Click the Close button.

8. Click the Close button to return to SiteManager.
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Creating a DWR and Diary for Fuel and Asphalt Price
Adjustments

If a Contract allows for fuel adjustments, then the Fuel Price Adjustment
item will be on the Contract with a $1.00 unit price and a quantity of an
anticipated fuel price adjustment for the Contract. If a Contract allows for
asphalt adjustments, then the Asphalt Price Adjustment item will be on the
Contract with a $1.00 unit price and a quantity of an anticipated asphalt
price adjustment for the Contract.

To apply the adjustment for fuel and/or asphalt to the Estimate, a DWR
must be created and authorized and then the Estimate must be re-run.
When creating the adjustment DWR, the following information should be
included:

Contract
Date

General remark stating for which Estimate number the fuel and/or
asphalt adjustments are being applied

Prime Contractor identified on the Contractor’s folder tab

The appropriate fuel or asphalt adjustment with the adjustment
amount entered in the Placed Qty and As-Built Qty fields, the
Prime Contractor, and location

ﬂ Daily Work Reports

DWW Infa. Y Contractars ¥ Contractor Equip. 1 ‘Wark Activities il Work ltems ¥ Farce Accounts 1

Contract 1D:  [F777F Inspector:  Hones, Kelly Date: [09/04/08

Project Nbr: 7T Line Itm Nbr: [ 0022 Item Code:|1E0003M Category Nbr: [iling)

Item Desc: FUEL FRICE ADJUSTMENT Unit Price: $1.00000
Supp Desc 1: [
Supp Desc 2: |

Qty Reported to Date: 112010 @ty Authorized to Date: [0.000 Units Type:| LS
Aty Installed to Date: 000 Bid Qty: 5000.000 Pay To Plan Qty: []
Status: Ective Aty Paid to Date: .oon Current Contract Qty: 5000000

I’V oc Seq Mbr [Location Installed Placed llly Plan Page Number [Templt Used

IIFIT I N R

Placed Qty: | 112010 Plan Page Nbr:| 0/ Contractor: [IEV CONSTR GP * PRIME =
Az Built Qty: 112010 Loc Seq Mbr: |1 Location: |Throughout Praject

Station Offset Distance Station Dffset  Distance ’7°

From: +| 000 [ 000 Te; +] 000 [ 000

Material Inspection Detail
Material Component Cont Est Matrl Gty Satisf Repr Matr] Gty Reprt Matr] Gty Matrl Unit

Figure 9-7. Price Adjustment Daily Work Report

" Estimated
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The Resident Engineer is to create a DWR within the Estimate
period to record the quantities of the fuel and asphalt price
adjustments and then authorize the DWR on a Diary.

aﬁ Exercise 9-7

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will create a DWR to record price
adjustments and authorize the DWR on a Diary.

Login: tpsjone Group: RE Contract: 7777F
1. Double-click the Daily Work Reports icon.
2. Double-click the Daily Work Reports icon.
3. Inthe DWR Date field, type 090408.
4. Press the Tab key.
5. In the Remarks Type list box, scroll to and click General.

6. Inthe Remarks text box, type Price Adjustments for 0001
Estimate.

7. Click the Save button.

8. Click the Contractors folder tab

9. On the Contractors folder tab, click the Contractor area.
10. Click the New button. An empty row is added to the list.

11. In the Contractor drop-down list, click the expand and click
IEW CONSTR GP *PRIME*.

12. Click the Save button.
13. Click the Work Items folder tab.

14. Scroll to and double-click Line Item Number 0023, Category
Number 0001, Item Code 160006M, Description Asphalt
Price Adjustment.
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15.
16.
17.

18.
19.
20.
21.
22,
23.

24,
25.
26.

27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

Click the New button.
In the Placed Qty field, type 946.31

In the Contractor drop-down list, click the expand arrow and
click IEW CONSTR GP *PRIME™.

In the As Built Qty field, type 946.31

In the Location field, type Throughout Project.
Click the Measured radio button ON.

Click the Save button.

Click the Selects Work Item button.

Scroll to and double-click Line Item Number 0022, Category
Number 0001, Item Code 160003, Description Fuel Price
Adjustment.

Click the New button.
In the Placed Qty field, type 112.01

In the Contractor drop-down list, click the expand arrow and
click 12943 IEW CONSTR GP *PRIME*.

In the As Built Qty field, type 112.01

In the Location field, type Throughout Project.

Click the Measured radio button ON.

Click the Save button.

Click the Close button.

Double-click the Diary icon.

In the Inspector list box, click the DWR for Jones, Kelly.
Click the Authorized check box (ON).

Click the Save button.

Click the Close button.

Click the Main Panel folder tab.
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Generating the Estimate for Payment and Viewing
the Estimate Summary Window

Once the fuel and asphalt price adjustments have been added to a Daily
Work Report for a date within the Estimate period and the DWR has been
authorized on a Diary, the Resident Engineer should regenerate the

Estimate so that the fuel and asphalt price adjustment items are included
on the Estimate.

Contract ID 7777P Last Estimate Number: 0001
Generate Estimate Number: 0001
Date Type
Begin: 08/07/200¢ ‘» Progress
End: [03/05/08 | ~ Fdl
o
October 2008
S MTWTEF §

12 3 4
[ 6 7 8 0 1011
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 20 30 3

*|m

Figure 9-8. The Generate Estimate Window

The Resident Engineer is to regenerate the Estimate for payment

once the fuel and asphalt items have been included on a DWR and
authorized on a Diary.
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E ; Exercise 9-8

Main Panel > Contractor Payments > Estimates > Generate
Estimate

In the following exercise, you will generate the Estimate for
payment and view the Estimate Summary window.

Login: tpsjone Group: RE Contract: 7777P
1. Double-click the Contractor Payments icon.
2. Double-click the Estimate icon.
3. Double-click the Generate Estimate icon.
4. In the Contract list box, scroll to and double-click 7777P.
5. Inthe End field, type 090508.
6. Click the Generate Estimate button.

7. In the message to delete the current Estimate, click the Yes
button.

8. In the message to reconnect to the servers, click the No button.

9. Inthe message, click the OK button.

10. Click the Close button. Notice the
Increase in Item
11. Double-click the Estimate Summary window. Earnings due to
the Fuel and
12. In the Estimate list box, scroll to and double-click Estimate Asphalt Price
Number 0001. Adjustment
items.

13. What is the total to be paid to the Contractor?
$18,119.20

14. Click the Close button.
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Viewing Estimate Discrepancies

SiteManager identifies the discrepancies associated with an Estimate. The
discrepancies are of two levels; discrepancies at Estimate level and
discrepancies at item level. For instance, if a Checklist Event is not met
the discrepancy is associated to the Estimate. Or, if there is an overrun
situations, the discrepancy is associated with the line item.

SiteManager
There are two options with discrepancies: allows ignoring
the discrepancy,
Resolve but NJDOT
) __ Policy requires
Override the discrepancy
include an
Types of Discrepancies explanation for

overriding if it
There are four types of discrepancies and each will be identified using cannot be fixed.
different criteria. These four discrepancies are as follows:

Overrun Discrepancy

Milestone Completion Discrepancy
Contract Completion Discrepancy
Checklist Event Discrepancy

The Estimate Discrepancy panel displays all the discrepancies associated
with an Estimate. Discrepancies can be associated to an Estimate or to a
Estimate item (Contract item with installed quantities for the Estimate
period). The Estimate discrepancies will be listed at the top of the panel
and item discrepancies will be listed after them. The Status field values
will be either Unresolved or Override. When the Identify Discrepancy
function is requested by the Recalculate Discrepancies choice (or by
Generate Estimate process), the discrepancy is re-determined.

9-22 9 Generating a Progress Estimate



Resolving Estimate Discrepancies

Discrepancies generated by the Estimate Generation process may be
resolved prior to approving the Estimate. When the user clicks the
Estimate discrepancy and then clicks the Navigation button on the toolbar,
SiteManager opens a window to help resolve the Estimate discrepancy.
For example, if a milestone Estimate discrepancy is selected, then the
Milestone window is opened when the Navigation button is clicked.

E Estimate Discrepancies

Contract ID: [7777P Estimate Nbr: 0001 Status: PEND
Description Status By Resolve Resolve
Date Time
Event DC 127 for date(09/04/2008) has not occured. Unresolved 88|  [00/00/00 [00:00:00 |
Minor ltem 7777F /0011 exceeds Overun Limits. Overide ~ |SYSTEM 10/17/08 15:50:46

Milestone 01 is not reached. Unresolved - 00/00/00 00:00:00

Figure 9-9. The Estimate Discrepancy Panel

If possible, the Resident Engineer is to resolve each Estimate
discrepancy.
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E ; Exercise 9-9

Main Panel > Contractor Payments > Estimates > Estimate
Discrepancy

In the following exercise, you will create, view and resolve an
Estimate discrepancy.

Login: tpsjone Group: RE Contract: 7777P
1. Double-click the Estimate Discrepancy icon.

2. Click the discrepancy that says Event DC127 for date
(09/04/08) has not occurred.

3. Click the Navigation button.

4. Inthe Event Type list box, click the checklist event for
DC127. There are two

. projected dates.
5. Inthe Actual Date field, and type 090408. We only need to

6. Click the Save button. —— satisfy the
09/04/08 date
7. Click the Close button. since the

Estimate End
date is 09/05/08.
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Recalculating Estimate Discrepancies

Recalculating an Estimate in the Estimate Discrepancy window will cause
any resolved discrepancies to be removed for that Estimate, but will not
affect overridden or unresolved discrepancies.

E Estimate Discrepancies

Contract ID: [7777P Estimate Nbr: 0001  Status: |PEND
Description Status By Resolve Resolve
Date Time

Minor Item 7777P /0011 exceeds Overrun Limits. (Overide  [E[SYSTEM [10/17/08 [15:50.46

Milestone 01 is not reached. - 00/00/00 00:00:00

Figure 9-10. Recalculated Estimate Discrepancy

The Resident Engineer is to recalculate the discrepancies after
resolving all possible Estimate discrepancies.
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E ; Exercise 9-10

Main Panel > Contractor Payments > Estimates > Estimate
Discrepancy

In the following exercise, you will recalculate the Estimate
discrepancies

Login: tpsjone Group: RE Contract: 7777P

1. Click the Services menu and click the Recalculate
Discrepancies choice.

2. Click the Yes button.
3. Click the OK button.

4. Click the Save button.
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Overriding Estimate Discrepancies

Overriding an Estimate Discrepancy in the Estimate Discrepancy window
will cause the discrepancy to be ignored by SiteManager for the specified

Estimate only. If the
Estimate, it will reap

Estimate discrepancy is not resolved by the next
pear.

Estimate Discrepancy Override Procedures

Discrepancy Type

Override Procedure

Item Overruns

SiteManager will automatically override these discrepancies
with a message stating “This discrepancy has been
addressed by line item adjustment <insert adjustment
detail>.” This override will continually appear until a Change
Order is approved to increase the item quantity.

The Resident Engineer is to verify that the overrun is due to
increased quantities. If the discrepancy is due to incorrect
placed quantities, the Estimate is to be deleted and the DWR
quantities adjusted appropriately.

Contract Completion Date

The Resident Engineer is to verify that a change order is
being processed or initiate one. The discrepancy can then be
overridden with an explanation.

The Resident Engineer is to also determine if Liquidated
Damages are appropriate to apply to the Estimate.

Milestone Completion
Date

The Resident Engineer is to verify the status of the
[Milestone. If the milestone is not complete, the Resident
Engineer is to verify that a change order is being processed
or initiate one. The discrepancy can then be overridden with
an explanation.

The Resident Engineer is to also determine if disincentives
are appropriate to apply to the Contract. A Change Order to
add the Disincentive item to the Contract or to modify the
quantity of the Disincentive item is to be initiated. The
disincentive is to be applied to the Contract via DWR once
the Change Order is approved.

Checklist Event Completion Date Missed

Insurance Expiration
Checklist Events

The Resident Engineer is to notify the Contractor that the
insurance expiration date is approaching and then override
the discrepancy with an explanation.

EEO Reports

This event type includes the TAD 1276/CC257, FHWA 1409,
IAD 267, AD 268, 1391, and the Monthly Training Report.
The Resident Engineer is to notify the Contractor that the

report is overdue and then override the discrepancy with an
explanation.
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E Estimate Discrepancies

Remarks [General Remarks] :

Change Order pending to increase time. | DO Status: |FEND

Minor Item 71 | [10/17/08

Figure 9-11. Override Estimate Discrepancy

Resolve Resolve
Date Time

Milestone 01 10/23/08 132330

The Resident Engineer is to override discrepancies on Progress

Estimates after taking the action appropriate for the discrepancy.

Final Estimates cannot be approved with Estimate discrepancies.

aﬁ Exercise 9-11

Main Panel > Contractor Payments > Estimates > Estimate
Discrepancy

In the following exercise, you will override a discrepancy.

Login: tpsjone Group: RE Contract: 7777P

To view overrun
discrepancy
Remarks, sort by
the status
column, click the
discrepancy and
then click the
Remarks button.

1. Click the discrepancy that says Milestone 01 is not reached.

2. Inthe Status drop-down list, click the expand arrow and click

the Override choice.

3. Inthe Remarks window, type Change Order Pending to

increase time.

4. To close the Remarks window, on the toolbar, click the
Remarks button.

5. Click the Save button.

6. Click the Close button.
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Viewing the Estimate Item Detail Window

The Estimate Item Detail panel displays the Item quantities from approved

Daily Work Reports. For the current unapproved Estimate, this panel
allows the adjustment of selected Item quantity fields.

¥ Estimate Item Detail

Figure 9-12. The Estimate Item Detail Panel

Contract ID: W Estimate Nbr: W
Project Line Item Item Item Qty Installed Amt Installed -~
Number Code Description This Est. This Est.
7777P ao11 159006M DRUM 160.000 $4,000.00
e 0022 160003M FUEL PRICE ADJUSTMENT 112010 $112.01
e 0023 160006M ASPHALT PRICE ADJUSTMENT 946.310 $346.31 -
< >
Quantity Amount
Bid: 150.000 3,750.00 Unit Price: 25.00000
Current: 150.000 3,750.00 Unit of Measure: UNIT
Pending CO: .0oo .00
Notified Qty: | 150.000 3.750.00
Projected Qty: | 150.000 3.750.00
Installed To Date: 160.000 4,000.00
Installed This Est: 160.000 4,000.00
Paid Previously: .0oo 000 Discrepancies
Pay This Est: | 160.000 4,000.00 Deficient Tested Materials Ind: []
Paid To Date: 160.000 4,000.00 Exceeds Allowed Dverrun Ind: [F]

The Resident Engineer is to review the Estimate Item Detail
window for information regarding item quantities to date.
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E ; Exercise 9-12

Main Panel > Contractor Payments > Estimates > Estimate Item
Detail

In the following exercise, you will view the Estimate Item Detalil
window.

Login: tpsjone Group: RE Contract: 7777P
1. Double-click the Estimate Item Detail icon.

2. Inthe list box, scroll to and click the record for Line Item
Number 0011, Item Code 159006M, Item Description Drum.

3. What is the Current Qty? __ 150

4. What is the Paid to Date Qty? 160

5. Click the Close button.
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Viewing the Estimate Item Paybook Window

This Estimate Item Paybook is an inquiry only window showing the

payment history for a Contract Item. The Item payment history displays in
reverse chronological order meaning the current Estimate Item displays on
the first row. Thus, it is possible that the first row is not yet paid. Whether
the first row is paid or not can be determined by the Reviewer User ID. If

the Reviewer User ID is the final reviewer, then the Item is sent in the
current Estimate for payment.

P13 Estimate Item Paybook

Contract ID: 7777F Pij Nbr:  [7777P Ln Itm Nbr: 0011

Pri Cat Ln Itm ltem ltem
Nbr Nbr  Nbr Code Description

153006M  |DRUM

< >

Estimate Period Approver  Approval Total Amt. Adjmnt (+) Adjmnt (-)
Nbr End Date User ID Date

03/05/08 | [00/00/00 400 o 25000

Figure 9-13. Estimate Item Paybook window

The Resident Engineer is to view the Estimate Item Paybook
window to determine which Estimates included a particular item.
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E ; Exercise 9-13

Main Panel > Contractor Payments > Estimates > Estimate Item
Paybook

In the following exercise, you will view the Estimate Item Paybook.
Login: tpsjone Group: RE Contract: 7777P
1. Double-click the Estimate Item Paybook icon.

2. Inthe Contract list box, scroll to and double-click Contract ID
T777P.

3. Inthe Line Item list box, scroll to and double-click Ln Itm Nbr
0011, Item Code 159006M, Desc Drum.

4. What was the adjustment made for this item on Estimate Nbr
0001? _ -$250.00

5. Click the Close button.

6. Click the Contractor Payments folder tab.
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Viewing the Line Item Adjustment Window

The Line Item Adjustments window allows the user to inquire about the
Line Item Adjustments for an Estimate. The top portion of the window
displays all the Estimate Line Items for which an adjustment is present.
The bottom portion of the window displays associated adjustment
information.

¥ Line ltem Adjustments

Contract ID :  [7777F Estimate Nbr: 0001

Catg Prj Item Line Item Description Price Adj. Entered Sup)
Nbr Nbr Code MNumber Type Date

- . ™ S 7

0004 7777P 507002P 0046 ELASTOMERIC CONCRETE BRIDGE JOINT Stockpied Materials Initial 10/17/08

0004 7777P 507002F 0046 ELASTOMERIC CONCRETE BRIDGE JOINT Stockpied Materials Initial 10/17/08

< >
Project Number:|7777p | Line Item Number: D011
Line Item Adjmnt Detail Information :

Type: |Dvenun ~|  Entered By: [SYSTEM
Amount: -250.00 Entered Date: [10/17/08
Quantity: -10.00000 Stockniled Inf -

Unit Price: 25.00000 Stockpiled Sn: E Replenish ‘.in:ﬁ

Figure 9-14. The Line Item Adjustments Panel

The Resident Engineer is to view the Line Item Adjustment window
for details regarding adjustments made to items due to Stockpiled
Materials and Item Overruns. All Line Item Adjustments are made
automatically by SiteManager.
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E ; Exercise 9-14

Main Panel > Contractor Payments > Contract Adjustments > Line
Item Adjustments

In the following exercise, you will view the line item adjustments.
Login: tpsjone Group: RE Contract: 7777A

1. Double-click the Contract Adjustments icon.

Item 0046 is
2. Double-click the Line Item Adjustments icon. listed twice as the
item was
3. Scroll to and click Catg Nbr 0001, Line Item Number 0011, stockpiled and
Item Code 159006M, Description Drum. ~then the stockpile
e was replenished,
4. By what quantity did this item overrun? 10 resulting in two

5. Click the Close button. initial payments.
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Viewing the Contract Adjustment Window

The Contract Adjustments window lists all the different types of Contract
adjustments and the associated detail information for a Contract or an
Estimate. The Description folder tab of the Contract Adjustment window
allows the user to access adjustments made on previous Estimates within
the same Contract and allows for adjustments to be applied on the current
pending Estimate.

The following Contract Adjustments can be made in the Contract
Adjustment window.

Cash Retainage Withheld

EEO Adjustment

Liquidated Damages Substantial Completion
Liguidated Damages Final Completion

The user may add, modify, or delete Contract Adjustments that are not
system-generated. Transportation agency-defined Contract adjustment
descriptions are entered into the system at system setup.

E Contract Adjustments

Descriptions " ProjDistribution

Contract ID: 7777P

Estimate  Entered Adjustment Description Rmk  UserID Adjustment
Nbr Date Amount
[1017/08__[Cash Retainage Withheld | lsvsTeM | 42562
Entered Date: [10/17/08 User ID: [SYSTEM Est. Nbr: 0001

Adjustment Description: [Cash Retainage Withheld

Adjustment Amount: -285.62

Remarks:

Figure 9-15. The Contract Adjustments Panel
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The Resident Engineer is to make the necessary Contract
Adjustments and review the adjustments made by the SiteManager
automatically.

The Cash Retainage Withheld adjustment will be made by
SiteManager automatically. The Resident Engineer is to only make
this adjustment manually if the securities balance is negative and
direction is provided by Construction Services.

aﬁ Exercise 9-15

Main Panel > Contractor Payments > Contract Adjustments >
Contract Adjustments

In the following exercise, you will view the Contract Adjustments
window.

Login: tpsjone Group: RE Contract: 7777P
1. Double-click the Contract Adjustments icon.

2. What is the amount of the retainage withheld? _ -$285.62

3. Click the Close button.
4. Click the Contractor Payments folder tab.

5. Double-click the Estimate icon.
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Approving the Estimate

This Estimate Approval window allows the authorized reviewers to
approve all Estimate types (Progress, Final, or Supplemental). The
approval process provides an audit trail, providing who approved the
Estimate and when it was approved.

The Estimate can be modified up until the first level approval is entered by
the Resident Engineer. Once the Estimate is in INAP status, the Estimate
cannot be modified, unless it is rejected by the next Estimate level
approver. Once the final approval level submits his approver, the Estimate
can no longer be changed in SiteManager.

™ Estimate Approve

Contract ID:  7777P Estimate Nbr: 0001

Generated By: |lpsime On: |1DJ1?:‘I]3 |15:5IJ:44:321I]J Type: PROG

tpsione_|

Resident Engineer

Accounting Operations

Figure 9-16. The Estimate Approval Panel
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The Progress Estimate is approved by the following personnel:
Resident Engineer
Accounting Operations

The Final Estimate and Supplemental Estimates are approved by
the following personnel:

Resident Engineer
Regional CST Eng/Maint. Engineer
Accounting Operations

Once the Estimate is approved by the Resident Engineer, the
Contractor is to be sent Form DL 72. Once this form is submitted
from the Contractor to the Field Office, the Resident Engineer or
his designee are to create a Correspondence Log record and scan
and attach the DL 72. The Correspondence Log record is to then be
forwarded to Accounting Operations.

aﬁ Exercise 9-16

Main Panel > Contractor Payments > Estimates > Estimate
Approval

In the following exercise, you will approve the Progress Estimate.
Login: tpsjone Group: RE Contract: 7777P
1. Double-click the Estimate Approval icon.

2. Inthe Contract list box, scroll to and double-click the Contract
ID 7777P.

3. Click the Approved check box (ON).
4. Click the Save button.
5. Click the Close button.

6. Click the Ok button.
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Tracking the Estimate

The Estimate Tracking panel is a view-only window that allows the

tracking of Estimate generation, approval, and rejection.

ﬂ Estimate Tracking

Figure 9-17. The Estimate Tracking Panel

Contract ID: 77775 E stimate Mbr: 000
Date Time User ID
Generated [fl0A7/08  [155216 psione
Resident Engineer [l0n7/m0e 155526 lpsione
Accounting Operations [floA7/08  [E10:33 tpsichin

Users are to view the Estimate Tracking window to determine the

approval status of an Estimate.
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ZER

Exercise 9-17

Main Panel > Contractor Payments > Estimates > Estimate

Tracking

In the following exercise, you will track the Estimate.
Login: tpsjone Group: RE Contract: 7777G

1. Double-click the Estimate Tracking icon.

2. Click the Open button.

3. Click the Contract ID button.

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

ID 7777G.

5. In the Estimate list box, scroll to and double-click Estimate

Number 0001.

6. Click the Close button.
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Correcting an Estimate

During the Progress Estimate Process, if a quantity is discovered to be
incorrect on the Estimate and the Estimate has not been fully approved
(Accounting Operations approval), then the quantity should be corrected
and the Estimate regenerated.

The Estimate Correction Procedure is detailed below:
Delete the Estimate in the Estimate History window.
Unauthorize the DWR in question on the Diary.

Contact the creator of the DWR to fix the DWR. (If the
creator of the DWR is not available, the Resident
Engineer may modify/create his own DWR and provide
an explanation in the Remarks area of the DWR.)

Re-authorize the DWR on the Diary.
Re-generate the Estimate.
Continue with the Progress Estimate Process Plan

Pending Estimates can only be deleted in the Estimate History window.
The Estimate History window allows the selection and display of all

Estimates for a Contract. Clicking the Open button displays the Estimate

number or the period end date of the Estimate entered to define the
starting row. The Estimates will display from most recent to the oldest

Estimate. The Estimate History window may be used to view the Status of

an Estimate. Applicable statuses in NJDOT include the following:

PEND - Pending. Pending Estimates exist while the
Resident Engineer is generating and reviewing the
Estimate. Pending Estimates may be deleted and
regenerated by the Resident Engineer.

INAP — In Approval. Estimates that are in approval have at
least one approval level provided. Estimates that are in
INAP status may be rejected or approved.

RECT — Rejected. Rejected Estimates may be regenerated
and resubmitted for approval.

APVR — Approved. Approved Estimates have all levels of
approval and cannot be modified.
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E Estimate History

Contract ID: 7777H Descriptionl: |HIJUTE B8002'wB FROM W OF RTE 213 TOE OF E
Estimate  Net Pay Period RE RE Last Appr.  Last Appr. Est Est
Number End Date User ID Appr. Date User ID Date Stat  Type

|_#170820909/0508 | Joooo/00 | [00/00/00 fPEnD __[PROG

Figure 9-18. The Estimate History Window

The Resident Engineer is to follow the Estimate Correction
Procedure if an error is discovered with the Estimate prior to its full
approval.

aﬁ Exercise 9-18

Main Panel > Contractor Payments > Estimates > Estimate
History

In the following exercise, you will correct an Estimate using the
Estimate Correction Procedure.

Login: tpsjone Group: RE Contract: 7777H
1. Double-click the Estimate History icon.
2. Click the Open button.

3. Inthe Contract ID list box, scroll to and double-click Contract
ID 7777H.

4. Click to select Estimate Number 0001.
5. On the toolbar, click the Delete button.
6. Inthe message box, click the Yes button.

7. Click the Close button.
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10.
11.
12.

13.

14.
15.
16.
17.
18.
19.
20.
21.
22,
23.
24,
25.

26.
27.
28.
29.

30.
31.

Click the Main Panel folder tab.
Double-click the Daily Work Reports icon.
Double-click the Diary icon.

Click the Open button.

In the Date list box, scroll to and double-click date Diary Date
08/08/08.

In the Inspector list box, click to select the DWR for Brown,
Sam.

Click the Authorized check box (OFF).

Click the Save button.

Click the File menu and then click the Exit choice.
Double-click the SiteManager icon on your desktop.
In the User ID field, type tpsbrow.

Press the Tab key.

In the Password field, type pass.

Press the Enter key.

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

Click the Open button.

From the Contract ID selection list, double-click Contract ID
T777H.

In the Inspector list box, double-click User ID tpsbrow.
From the Date list box, double-click DWR Date 08/08/08.
Click the Work Items folder tab.

Scroll to and double-click Line Item Number 0011, Category
Number 0001, Item Code 159006M, Description Drum.

In the Placed Qty field, type 10.

Click the Save button.
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32. Click the File menu and then click the Exit choice.
33. Double-click the SiteManager icon on your desktop.
34. In the User ID field, type tpsjone.

35. Press the Tab key.

36. In the Password field, type pass.

37. Press the Enter key.

38. Double-click the Daily Work Reports icon.

39. Double-click the Diary icon.

40. Click the Open button.

41. In the Contract list box, scroll to and double-click Contract ID
T777H.

42. In the Date selection list, scroll to and double-click Diary Date
08/08/08.

43. In the Inspector list box, click to select the DWR for Brown,
Sam.

44. Click the Authorized check box (ON).

45. Click the Save button.

46. Click the Close button.

47. Click the Main Panel folder tab.

48. Click the Contractor Payments folder tab.
49. Double-click the Estimate icon.

50. Double-click the Generate Estimate icon.

51. In the Contract list box, scroll to and double-click Contract ID
T777TH.

52. In the End field, type 090508.
53. Click the Generate Estimate button.
54. In the message box, click the No button.

55. In the message box, click the OK button.
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56. Click the Close button.
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Review for Section 9

To generate the Installed Work Report:

1.
2.
3.
4

5.

Double-click the Contractor Payments
icon.

Double-click the Reports icon.
Double-click the Installed Work icon.
In the Contract ID column, scroll to
and double-click the desired Contract
ID.

Click the Close button.

To generate the Estimate:

To export a Crystal Report to PDF format.

1.
2.
3.

No ok~

Generate the desired report.

Click the Export this Report button.
In the File Format drop-down list, click
the expand arrow and click Adobe
Acrobat (PDF).

Click the OK button.

Click the Save button.

Save the report in the desired location.
Exit Crystal Reports.

To create a DWR to record price adjustments and
authorize the DWR on a Diary:

1. Click the Contractor Payments icon.
2. Double-click the Estimate icon. 1. Double-click the Daily Work Reports
3. Double-click the Generate Estimate icon.
icon. _ 2. Double-click the Daily Work Reports
4. Inthe Contract list box, scroll to and icon.
double-click the desired Contract ID. 3. Click the Services menu, and then click
5. Inthe End field, type the end date. the Choose Keys choice.
6. Click the Generate Estimate button. 4. Inthe Contract ID list box, scroll to
7. Inthe message, click the OK button. and double-click the desired Contract
8. Inthe message, click the OK button. ID.
9. Click the Close button. 5. Inthe DWR Date field, type the DWR
date.
To view The SiteManager inbox for a message 6. Press the Tab key.
stating that the Estimate has finished processing. 7. Inthe Remarks Type list box, scroll to
1. Double-click the Accessories icon. and click General.
2. Double-click the In-Box icon. 8. Inthe Remarks text box, type the
3. Double-click the desired message. remark for the price adjustment.
4. Click the Close button. 9. Click the Save button.
10. Click the Contractors folder tab
To generate a Crystal Report: 11. On the Contractors folder tab, click the
1. Double-click the Reports icon. Contractor area. .
2. In the System field, type snj 187:6400. 12.. Click the New button. An empty row is
3. In the User Name field, type added to the list. o
TSP_Construction. 13. Inthe Contractot drop-down list, click
4. Inthe Password field, type pave09. the expand and click Contractor.
5. In the Authentication drop-down list, 14. Click the Save button.
click the expand arrow and click 15. Click the WOI’k. Items folder tab.
Enterprise. 16. Scroll to and click the Work Item.
6. Click Folders. 17. Click the Record Work Item button.
7. Click the TSP_Construction folder. 18. Click the New button.
8. Click the desired report. 19. In the_PIaced Qty field, type the
9. Enter the required Parameters. quantity. o
10. Click the OK button. 20. In the Contractor drop-_down list, click
11. View, Print, or Save the report. the expand arrow and click the
Contractor.
21. Inthe As Built Qty field, type the
quantity.
22. Inthe Location field, type the location.
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23.
24,
25.
26.

217.
28.

Click the Save button.

Click the Close button.
Double-click the Diary icon.

In the Inspector list box, click the
DWR for the Inspector. Click the
Authorized check box (ON).
Click the Save button.

Click the Close button.

To view the Estimate Summary window:

1.

N

6.

Double-click the Contractor Payments
icon

Double-click the Estimate icon.
Double-click the Estimate Summary
icon.

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

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

Click the Close button.

To view, resolve, and recalculate an Estimate
discrepancy:

1.

2.
3.

RBoOoxo~No

= o

13.
14,
15.

Double-click the Contractor Payments
icon

Double-click the Estimate icon.
Double-click the Estimate
Discrepancy icon.

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

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

Click the desired discrepancy.

Click the Navigation button.
Resolve the discrepancy.

Click the Save button.

Click the Close button.

Click the Services menu and click the
Recalculate Discrepancies choice.
Click the Yes button.

Click the OK button.

Click the Save button.

Click the Close button.

To override a discrepancy:

1.

o

No

8.

9.

Double-click the Contractor Payments
icon

Double-click the Estimate icon.
Double-click the Estimate
Discrepancy icon.

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

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

Click the discrepancy.

In the Status drop-down list, click the
expand arrow and click the Override
choice.

In the Remarks window, type the
desired remarks.

To close the Remarks window, on the
toolbar, click the Remarks button.

10. Click the Save button.
11. Click the Close button.

To view the Estimate Item Detail window:

1.
2.
3.
4.

5.
6.

Double-click the Contractor Payments
icon

Double-click the Estimate icon.
Double-click the Estimate Item Detail
icon.

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

Click the Close button.

To view the Estimate Item Paybook:

1.

2.
3.

Double-click the Contractor Payments
icon

Double-click the Estimate icon.
Double-click the Estimate Item Paybook
icon.

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

In the Line Item list box, scroll to and
double-click the desired item.

Click the Close button.
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To view the Line Item Adjustments window:

1.

2.

6.

Double-click the Contractor Payments
icon.

Double-click the Contract Adjustments
icon.

Double-click the Line Item Adjustments
icon.

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

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

Click the Close button.

To view the Contract Adjustments window:

1.

2.

5.

6.

Double-click the Contractor Payments
icon.

Double-click the Contract Adjustments
icon.

Double-click the Contract Adjustments
icon.

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

In the Estimate list box, scroll to and

double-click the desired Estimate number.

Click the Close button.

To delete an Estimate in the Estimate History
Window:

1.

Double-click the Contractor Payments
icon.

To approve an Estimate:

1.

o

©oN

Double-click the Contractor Payments
icon.

Click the Estimates icon.

Double-click the Estimate Approval
icon.

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

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

Click the Approved check box (ON).
Click the Save button.

Click the Close button.

Click the Ok button.

To track an Estimate:

1.

2.

Double-click the Estimate Tracking
icon.

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

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

Click the Close button.

2. Click the Estimates icon.

3. Double-click the Estimate History icon.

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

5. Inthe Estimate list box, scroll to and
double-click the desired Estimate
Number.

6. Click the Delete button.

7. Click the Yes button.

8. Click the Close button.
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Summary for Section 9
In the following exercise you will generate and approve a Progress Estimate.
Login: tpsjone Group: RE
1. Generate the Installed Work Report for Contract ID 8888J.

Are all the DWRs authorized? Yes

2. Generate a Progress Estimate for Contract ID 8888F with an estimate end date of
09/07/08.

3. Navigate to the Estimate Summary window.

Has an overrun adjustment been generated? No

4. Describe how you would apply fuel and asphalt price adjustments to an Estimate?
Generate the fuel and asphalt price adjustment reports, create a DWR for a date during the

Estimate period, authorize the DWR and regenerate the Estimate.

5. Navigate to the Estimate Summary window and open Estimate Nbr 0001 for
Contract ID 8888P. What is the total paid to the Contractor? $24.756.81

6. Navigate to the Estimate Discrepancies window and open the discrepancies for
Contract 1D 8888P, Estimate Nbr. 0001.

7. Resolve the discrepancy for the AD 267 missed checklist event. Enter 09/06/08 as the
Actual Date. (Hint: click the Navigation button.)

8. Recalculate the discrepancies.

9. Override the Milestone 01 is not reached discrepany with the remark Change Order
is Pending.

10. Navigate to the Estimate Item Detail window? For Catg Nbr 0001, Line Item
Number 0028, Item Code 401030M, Description Tack Coat. What is the installed
quantity to date? 130

11. Navigate to the Estimate Item Paybook. For Contract ID 8888P, Catg Nbr 0001,
Line Item Number 0028, Item Code 401030M, Description Tack Coat, have any
adjustments been made to this item? No

12. Navigate to the Line Item Adjustments window. How many adjustments were made
on Estimate Number 0001? 1
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13. Navigate to the Contract Adjustments window. How much retainage was withheld
on Estimate Number 0001? _ -$435.85

14. Where can you generate the Estimate Summary Report?
Reports Icon or Crystal Reports

15. Approve Estimate Nbr 0001 for Contract ID 8888P.

16. Navigate to the Main Panel.

9-50 9 Generating a Progress Estimate



10 Creating a Change Order

By the end of this section, you will be able to:
= Review the SiteManager Change Order Process
= Create the Change Order Header
= Create a Time Adjustment
» Modify Existing Items
=  Add New Items
= Add a Force Account Item
= Calculate the Change Order
= Add Change Order Explanations
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Reviewing the SiteManager Change Order
Process

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

Contract Change Orders may include:
= Quantity adjustments for existing items
= Adding new items of work to the Contract

=  Time Extensions on milestones or revisions to a Contract
completion date

= Adding items of work to the Contract per a Force
Account

= Final Quantity (NJDOT will not use this function)

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

Before the user can select a specific window in the Change Order
function, a specific Contract must be selected from a pick list containing
valid Contracts, and associated, existing Change Orders. A specific
Contract must be selected from the pick list to create a new Change Order.

Change Order Life Cycle

The life cycle of Contract Change Orders is reflected in the Change Order
functions in SiteManager.

Creation of a New Change Order

A Change Order can only be created by the Resident Engineer or his
designee. Specific information about the Change Order must be recorded
using the Change Order Header window, the Change Order Items window,
the Time Extension window, and/or the Change Order Explanations
window.
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Maintaining Change Orders

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

Review and Approval of Change Orders

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

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

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

All Change orders on a Contract must be either Approved or Denied in
order for the Final As-built Change Order Complete Date to be entered in
Contract Administration, as part of the Contract Finalization Process.
(Change Orders may not be in a Draft or Pending status for the Contract
Finalization Process.)

Tracking the Change Order

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

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

= The reviewer or approver’s name
= The action requested - review or approve

= The date the reviewer or approver makes a
recommendation

= The recommendation - Approved or Denied
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= Any Remarks the reviewer or approver has made

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

Change Order Conditions

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

= Type of Contract
= Function(s) associated with the Change Order

= Status of the Change Order

Change Order Functions
There are six types of Change Orders:
= Overrun/Underrun
= Extra Work
=  Time Adjustment
= Force Account
= Zero Dollar
= Final Quantity (NJDOT will not use this function)

A Change Order may be a combination of types except for a Zero Dollar
Change Order.

Users define the purpose of the Change Order by selecting among the
different functions. Except for Zero Dollar, users can specify more than
one function to make up a Change Order. The functions available on a

Change Order are:

Overruns or Used when the quantities associated with the

Underruns Contract items are either exceeded or not needed to
complete the Contract or work item.

Extra Work Used when additional work items are required to

complete the Contract.

Time Adjustments  Used when the timeframes need to be adjusted to
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Force Account

Zero Dollar

Final Quantity

reflect the completion period for a milestone or
Contract.

Used when the parties agree that a change is
required but there is not yet an agreement on the
cost of that change. The Force Account must
already be established on the Contract in order to
have a Force Account Change Order. A force
account Change Order requires adding a new line
item to the Contract.

Used only for Contract adjustments that will not
affect the dollar amount of the Contract (example:
changing the location of a project).

NJDOT will not utilize this function.

Change Order Status

The Change Order Status field displays the current status of the Change
Order in the creation, review, and approval process. The Change Order

Status types are:

Draft

Pending

Denied

A Change Order is Draft status while it is being
created, edited, or forwarded on for review.

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

When the Recommendation for a Change Order is
denied using the Change Order Review/Approve
window, SiteManager puts the Change Order back into
Pending status in case the disapproval was conditional
and the Change Order merely needs correction. A
Change Order denied during the Approval process may
have its status changed to back to Draft, may be
corrected, may have its status changed back to Pending,
and may be resent through the approval process.

While in Pending status, a Change Order can also be
put into Denied status using the Status droplist. When
changed to Denied status using the Status droplist, the
entire Change Order is changed permanently to Read
Only mode and may never again be modified or
deleted. This should only be done when the Change
Order is disapproved and will never be revised, but
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needs to remain as project documentation.

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

All Change Orders must be in either Approved or Denied status for the
Contract Finalization Process.

oL SiteManager, Panel

tain Parnel T Change Orders(+]

=l
Change Order  Change Order  Change Order  Item Summary  Change Order Tracking

Items Time Explanations Review /
Adjustments Approve

Figure 10-1. The Change Order Maintenance Panel

The Resident Engineer or his designee are to create Change Orders
in SiteManager.
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E ; Exercise 10-1

Main Panel > Change Orders > Change Order Maintenance >
Header

In the following exercise, you will open the Header window.
Login: tpsjone Group: RE  Contract: 7777G

1. Double-click the Change Orders icon.

2. Double-click the Change Order Maintenance icon.

3. Double-click the Header icon.

4. Click the Services menu, and then click the Choose Keys
choice.

5. Inthe Contract ID list box, scroll to and double-click Contract
ID 7777G.
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Creating the Change Order Header
The Change Order Header window allows an authorized user to:

= Create a new Change Order by entering a new descriptive
information for a Change Order, or

= Maintain the current descriptive information about an
existing Change Order as the status of the Change Order
progresses from Draft through Pending to Approved or
Disapproved.

The user must 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. With the exception of the Zero Dollar Change
Order, a Change Order may have multiple functions checked. For
example, one Change Order may be identified as Extra Work and Force
Account. Messages appear prompting users to complete required fields.

Contract ID: [77770G CO Number: [007 Tentative Verbal Approval Dates:
Federal: |DU.-"DD.-"DD Local: |DU.-"DD.-"DD

CO Created by: pones, Felly On: |‘I 0/30/08

Status: TIETUMIE - | Approval Level: ‘

Description: |T0 add COP#1

FReason Code: |Traffic Impact Mod ar 5afety Enhancemnent j
CO Type: |Supplamentary Agreement j
[~ Emergency Work
Functions: |[v Overrun/Underun v Force Account Bid Contract Amt: ’W
v Extra Work [ Zero Dollar Current Contract Amt: ’W
[v Time Adjustment [ Final Duantity CO Amount: 00

Ref to:

(Dispute: Force Account: |1

Figure 10-2. The Change Order Header Window

Change Order Standard Explanations
Rizzoins ID NJDOT Defined Standard Text

As-Built Adjustment 001 Changes Authorized by Construction in accordance with
CPH Sec 4-A (including as-builts), which are not in any
other description of change.

Traffic Impact Mod or | 002 Traffic impact modification or safety enhancement
Safety Enhancement

Extra Work 003 Additional work for Corrective Action comment, including
work after completion date

Scope Change 004 Project Manager change to add or delete work (Scope
change)
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Change Order

Standard Explanations

Rizzoins ID NJDOT Defined Standard Text

Right of Way 005 Change to address a Right of Way issue

Utility 006 Change to address a Utility issue

Environmental 007 Change to address an Environmental issue

Contract Correction 008 Change to address an error or omission in the Contract

Field Conditions 009 Any other Project Management change based on field
conditions.

Specification Change | 010 Change in Specification by the Department

Material Change 011 Change in Material by the Department and/or Contractor

Value Engineering 012 Implementation of a Value engineering proposal

Contractor Request 013 Implementation of a Contractor requested change
(except VE or Material)

Time Adjustment 014 Only a Time Adjustment and/or mitigation of a delay (No
Quantities)

Incentive/Disincentive | 015 Incentive/Disincentive Payments (including bonus and

Payment penalty)

Other — See Change | 016 Unique Situations, including Force Majeure (i.e. Act of

Order Description

God, fire, flood, strikes, accident, etc.)

Table 10-1.

Change Order Reason and Explanation Table

The Resident Engineer or his designee are to create the Change

Order Header.

The main reason for the Change Order is to be selected in the
Reason Code drop-down list. Refer to Table 10-1. Change Order
Reason and Explanation Table for Change Order reason
descriptions. If there is more than one reason for the Change
Order, additional reasons can be selected in the Change Order
Explanation window.

Certification of Completion is an option in both the Reason Codes
and Change Order Type drop-down lists. Certification of
Completion is to only be selected by the Project Close Out Engineer
for the Certification of Completion Zero Dollar Change Order.

If the Change Order is created as the result of a claim, then the
claim is to be linked to the Change Order in the Dispute ID field.

If the Change Order is created for the purpose of a Force Account,
then the Force Account is to be linked to the Change Order in the
Force Account field.

10 Creating a Change Order
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Exercise 10-2
Main Panel > Change Orders > Change Order Maintenance >
Header

In the following exercise, you will enter the header information for___
a Change Order.

Login: tpsjone Group: RE  Contract: 7777G
1. Inthe Description field, type To add COP#1.

2. Inthe Reason Code drop-down list, click the expand arrow
and click Traffic Impact Mod or Safety Enhancement.

3. Inthe CO Type drop-down list, click the expand arrow and
click Supplementary Agreement.

4. Click the Overrun/Underrun check box (ON).
5. Click the Extra Work check box (ON).

6. Click the Time Adjustment check box (ON).
7. Click the Force Account check box (ON).

8. Inthe Force Account ID field, perform a Search and double-
click Force Account 1.

9. Click the Save button.

This Change
Order will be to
modify an item
that was overrun,
add an extra
work item, adjust
time for the
Contract and a
milestone, and
add a Force
Account item.
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Creating a Time Adjustment

The Time Adjustments window allows authorized users to enter one or
more time adjustments for a Change Order. At least one adjustment must
be recorded using this window if the Time Adjustment function is selected
on the Change Order.

Time adjustments may be related to the following:
= the Contract completion date
= milestone(s) on the Contract, or

= both the Contract completion date and milestone(s)
associated with the Contract

The Charge Type for the Contract determines which timing components of
the Contract and its associated milestones may be entered and modified.
There are three charge types for Contracts. The changeable fields and
required fields on the Time Adjustment Window are determined by the
Contract's charge type as follows:

Available Days Computes time periods based on the working days

(AD) charged to the Contract and/or to each milestone. Only
the number of days adjusted may be entered in the
Time Adjustment Window. No completion date
applies to this charge type.

Fixed Date (DT)  Has a specific fixed end date for the Contract or for
milestones within the Contract. Only the completion
date field may be entered. SiteManager computes the
number of days adjusted.

Calendar Days Computes the end date for the Contract and for

(CD) milestones based on the number of calendar days
allocated for the work. The number of days adjusted
may be entered. SiteManager then computes the
completion date.

Only one time adjustment per Contract and per milestone may be entered
per Change Order.

10 Creating a Change Order
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Contract ID: [7777G Change Order Nbr: L1y

Adjusted Contract or  Adj Adj Date Explanation
Milestone Days
Contract 10 iz required to have a subcontractor paint the traffic stipes re

£ >
& For Milestone: |01 " or Contract Completion
Time Adjustment Days: 5 Adjusted Completion Date: 08/31/08

E xplanation: |Traffic Operations restricted lane closings

Figure 10-3. The Change Order Time Adjustments Window

The Resident Engineer or his designee are to enter time adjustments

for Contract and milestone time. The explanation
field displays on

The reason for the time adjustment is to be entered in the —— Change Order

Explanations text field. reports.
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E ; Exercise 10-3

Main Panel > Change Orders > Change Order Maintenance >
Change Order Time Adjustments

In the following exercise, you will create a time adjustment to
modify Contract and Milestone time.

Login: tpsjone Group: RE  Contract: 7777G

1. Click the Services menu and then click the CO Time
Adjustments choice.

2. Click the Time Adjustment Days field and type 10.

3. Inthe Explanation field, type An additional 10 days is
required to have a subcontractor paint the traffic stripes
required by COP No. 1. This work cannot be done
concurrently with the critical path.

4. Click the Save button.

5. Click the New button.

6. Click the For Milestone radio button.

7. Click Milestone Number 01 from the drop-down list.
8. Click the Time Adjustment Days field and type 5.

9. Inthe Explanation field, type Traffic Operations restricted
lane closings.

10. Click the Save button.

11. Click the Close button.
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Modifying Existing Items
The Change Order Items window allows the user to:

= Select an existing item on the Contract for inclusion in
the Change Order

= Add anew item to the Contract by including it in the
Change Order

= Select and modify an existing item in the Contract
already associated with the Change Order

= Delete an item from a Change Order

Whenever the Change Order function is an overrun/underrun and/or extra
work, the Change Order Items window must be used to make the
corresponding entries and/or modifications to the Change Order items.

When you add extra work, you must add a new item from the NJDOT’s
Item Master list.

ﬂ Change Order Items

Change Order Item " Mew Contract ltem

Cont ID: 77775 CO Nbr: 001 Project Nbr: 77775
Line Item Nbr: |0018 Item Code: |[153103M
Unit:  [LKIT Unit Price:  |$25000.00000

Item and Supplemental Descriptions:

[TRAFFIC COMTROL TRUCK 'WITH MOUNTED CRASH

Area of Change: Spaces -

Quantity Amount

Contract Bid: | 2000 | $50,000.00

Approved Change Order: | 0.000 | $0.00

Current Contract: | 2,000 | $50,000.00

Pending Change Order: | 0,000 | $0.00
Thiz Change Order: | [1.000 | $25,000.00 [~ Force Account Item

Figure 10-4. The Change Order Items Window - Change Order Item Folder Tab
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The Resident Engineer or his designee are to modify the quantities
of existing items on the Contract in the Change Order Items
window.

If the reason for including the item on the Change Order is As-built
Adjustment, Scope Change, Contract Correction, Field Conditions,
or Contractor Request then the appropriate Area of Change is to
also be selected.

E ; Exercise 10-4

Main Panel > Change Orders > Change Order Maintenance >
Change Order Items

In the following exercise, you will modify an existing item on the
Contract.

Login: tpsjone Group: RE  Contract: 7777G
1. Click the Services menu and then click the CO Items choice.

2. Click the Services menu and the click the Adjust Item Qty
choice.

3. Inthe Contract Items list box, scroll to and double-click for
Line Nbr 0018, Item Code 159108M, Description Traffic
Control Truck with Mounted Crash.

4. Inthe This Change Order quantity field, type 1.0.

5. Click the Save button.
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Adding New Items

New items may only be added to an active Contract through the Change
Order process. When a new item is added to a Contract, the user must
enter a Line Item Nbr, unit price, the quantity of the item, and a
description of the item on the New Item tab of the Change Order Item
window.

When a new item is added to the Contract through this process, the
information about a new line item is not saved to the database until it is
completed and saved on the Change Order Item tab. The New Contract
Item tab performs all edits and passes all new item data to the Change
Order Item tab where both the new item and Change Order information
are saved. The Contract item list is not updated with the new item until
the Change Order is approved.

* Change Order [tem " Mew Contract Item

Contract 1D:

TG

Change Order Mbr:

(i

k| Change Order ltems

Project Mbr: | 77776 - Category Mbr: | 0001 -

Item Code: |510006k Units Type: LIMEAR FOOT
Description: |TF|AFFIE STRIPES. LONG LIFE, EPDXY RESIN

Line Item Nbr: {3001
Spec Year: 2007

Major Item: |

Unit Price: $.25000
Proposzal Line Nbr:

Critical: [

Status Type: Pending

Specialty: [

Related Item: |
Pay Plan Qtp: [

I
Suppl Desc Req'd: [ Material Discrepancy Adj: [~

Supplemental Descriptions:

Figure 10-5. The Change Order Items Window - New Contract Item Tab
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The Resident Engineer or his designee are to add new Contract
items to the Change Order on the New Contract Item folder tab.

The first item added to the Contract is to be given Line Item
Number 9001 and each addition item is to increase sequentially (i.e.
9001, 9002, 9003, etc.)

If the needed item is not available in the Item Code field, the
Resident Engineer is to complete the Non-Standard Item Number
Request form and submit it to the Trnseport Office.

The Specialty and Pay Plan Qty check boxes are to be selected as
applicable for the Item.

If the reason for adding the item is for As-Built Adjustment, Scope
Change, Contract Correction, Field Conditions, or Contractor
Request, then the appropriate Area of Change is to be selected on
the Change Order Item folder tab.

If a new category or funding source is required for the item, the
SiteManager Coordinator is to create the new Category, and
Capital/Operations Programming is to associate the new funding
source to the Category.

10 Creating a Change Order
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Exercise 10-5
Main Panel > Change Orders > Change Order Maintenance >
Change Order Items

In the following exercise, you will enter add a new item to the
Contract.

Login: tpsjone Group: RE  Contract: 7777G
1. Click the New button.
2. Click the New Contract Item folder tab.

3. Inthe Project Nbr drop-down list, click the expand arrow to
the right of the current selection and click 7777G.

4. Inthe Category Nbr drop-down list, click the expand arrow to
the right of the current selection and click 0001 Roadway.

5. Inthe Line Item Nbr field, type 9001.

6. Inthe Item Code field, perform a Search and double-click
Item Code 610006M, Short Description Traffic Stripes, Long
Life, Epoxy Resin.

7. In the Unit Price field, type .25.
8. Click the Change Order Item folder tab.

9. Inthe Area of Change drop-down list, click the expand arrow
and click Roadway.

10. In the This Change Order quantity field, type 20,000.

11. Click the Save button.
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Adding a Force Account Item to a Change Order

The purpose of a Force Account is to record unexpected and unplanned
expenses. Force Accounts are created in Contract Records and daily
activities regarding the Force Account are tracked in Daily Work Reports.
A Change Order is required to add the Force Account item to the Contract
and acquire the appropriate funding. Once the Change Order is approved,
the Force Account item is paid by installing the item on the DWR,
authorizing the DWR on a Diary, and generating an estimate.

The Change Order can be created for the appropriate amount of the Force
Account. Once the Force Account work is complete, the amount displayed
on the Summary folder tab in the Force Accounts window. The Force
Account item quantity can then be adjusted with an Overrun/Underrun
Change Order.

ﬂ Change Order Items

Change Order Item " Mew Contract ltem

Cont ID: [F777G CO Nbr: 001 Project Nbr: [7777G
Line Item Nbr: 3002 Item Code: [103006M
Unit: [DOLLAR Unit Price:  |$1.00000

Item and Supplemental Descriptions:
[FORCE ACCOLNT

[F2.1 Irlet Freconstuction

Area of Change: Drainage -

Quantity Amount
[ 0.000 | $0.00
Approved Change Order: | 0.000 | $0.00
Current Contract: | 0.000 | $0.00
|
|

Contract Bid:

0.000 | $0.00
931.200 | $531.20 [+ ‘Force Account Item:

Pending Change Order:
Thiz Change Order:

Figure 10-6. The Force Account Panel

The Resident Engineer or his designee are to include the Force
Account item on a Change Order for each Force Account on the
Contract. The Force Account Description is to be entered as the
Item’s Supplemental Description. The item is to be entered with a
unit price of $1.00 and the quantity is to be the Contractor’s and
Resident Engineer’s Estimate.

Once the Change Order is approved, the actual cost of the Change
Order is to be entered in the Placed Qty and As-Built Qty fields on a
DWR.
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Exercise 10-6
Main Panel > Change Orders > Change Order Maintenance >
Change Order Items

In the following exercise, you will add the Force Account to the
Contract.

Login: tpsjone Group: RE  Contract: 7777G

1. Click the New button. B—
2. Click the Services menu and then click the CO Items choice.
3. Click the New Contract Item folder tab.

4. Inthe Project Nbr drop-down list, click the expand arrow to
the right of the current selection and click 7777G.

5. Inthe Category Nbr drop-down list, click the expand arrow to
the right of the current selection and click 0001.

6. Inthe Line Item Nbr field, type 9002,

7. Inthe Item Code field, perform a Search and double-click
Item Code 109006M, Short Description Force Account.

8. Inthe Unit Price field, type 1.00.

9. Inthe Supplemental Description field, type FA 1 Inlet
Reconstruction.

10. Click the Change Order Item folder tab.

11. In the Area of Change drop-down list, click the expand arrow
and click Drainage.

12. In the This Change Order quantity field, type 931.20.
13. Click the Force Account Item check box (ON).

14. Click the Save button.

15. Click the Close button.

16. Click the Save button.

If time permits,
show the Force
Account
Summary folder
tab and verify the
Force Account
total.

Items added via
Change Order
begin with line
item number
9001 and increase
sequentially.
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Calculating the Change Order

After the full Change Order creation or maintenance activities are
complete, including entries or updates to the Change Order items, time
adjustments and explanations windows as desired, the user may re-
calculate the display only values on the Change Order header window.

Contract ID: [7777G CO Number: [001 Tentative Verbal Approval Dates:
Federalk |DD;"DD;"DD Local: |DDJ‘DD.-"DD
CO Created by: Pnnes, Kelly On: ‘1 043008

Status: TIEIEE ~ | Approval Level:  Agieement Accaunting

Description: |TU add COP#1
Reason Code: |Traffic Impact Mod or Safety Enhancement ﬂ

CO Type: |Supplementary Agreement ~|
[ Emergency Work
Functions: |+ Owverun/Underrun v Force Account Bid Contract Amt: ’W
I Extra Work [ Zero Dollar Current Contract Amt: [§10,383319.40
[v Time Adjustment [ Final Quantity O Amount: W

Bef
F

to:

(Dispule: Force Account: |1

Figure 10-7. Change Order Calculations

The Resident Engineer or his designee are to calculate the amount of
the Change Order.

If the Contract has Federal Oversight and the Change Order is
calculated to be greater than $10,000, the Resident Engineer or his
designee are to contact the FHWA Area Engineer to obtain verbal
approval. The date verbal approval is given is to be entered in the
Federal Tentative Verbal Approval Date field.

If the Change Order is valued at under $10,000, then the Resident
Engineer or his designee are to enter the date the Change Order was
created in the Federal Tentative Verbal Approval Date field.
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Exercise 10-7
Main Panel > Change Orders > Change Order Maintenance >
Header

In the following exercise, you will calculate the Change Order.
Login: tpsjone Group: RE  Contract: 7777G

1. Click the Services menu and then click Calculate Change
Order choice.

2. Click the Save button.

3. Click the Close button.
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Adding Change Order Explanations

The Change Order Explanation window is used to document the reasons
for Contract changes. This window allows the author of the Change Order
to record the reason for changes in the Contract included in the Change
Order. It also allows reviewers and approvers to view the Change Order
reasons.

There are two types of explanations that may be associated with a Contract
Change Order:

= One or more specific explanations pertaining to items on
a Change Order, and

= One or more explanations pertaining to the Change Order
as a whole.

bl Change Order Explanations

Contract ID: 777756 Change Order Nbr: 001  Status: |DRAF
|General Change Order Explanations j
Seq. Mbr. Std CO Expl ID Type Date Applied
. [GEN  io@oms |
2 GEM 10530005

Throughout Project

Figure 10-8. The Change Order Explanations Window
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The Resident Engineer or his designee are to enter the reasons for
the Change Order in the Change Order Explanations window in
accordance with the following:

General Change Order Explanations:

Sequence Number 1 — This is to always be entered as the
Location of Proposed Change Order.

Next GEN Explanation — This area is reserved for capturing
the purpose of the Change Order. It is to be either copied and
pasted from the Construction Order Catalog or manually
typed into the text field.

Next GEN Explanation —This area is reserved for the
appropriate DAG statement if required (Rittenbury).

Next GEN Explanation —This area is reserved for the
appropriate funding explanations such as the Project
Manager statements, the FHWA statement, or the 3" party
participation statement.

Explanations Applied to Specific Items:

COTS Standard explanations are to be applied to specific
items if the reason for including the item on the Change
Order differs from the reason selected in the Reason Code
field on the Header window. For example, if a Change Order
is created with three items and only two of the items are for
the Utility reason, then the reason for the third item is to be
selected from the list of standard explanations.

Statements regarding particular items are to be made if an
item is requiring an adjustment by $25K or more, positive or
negative or if a “Pay Proposal” item is adjusted.

Explanations
entered in the
Change Order
Explanation
window are
exported to
various reports.

Up to five COTS
explanations can
be added, but
each item should
only be associated
to one
explanation.
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E ; Exercise 10-8

Main Panel > Change Orders > Change Order Maintenance >
Change Order Explanations

In the following exercise, you will add explanations to the Change
Order.

Login: tpsjone Group: RE  Contract: 7777G
1. Double-click the Change Order Explanations icon.
2. Click the New button to create a “General Explanation.”
3. Inthe lower text field, type Throughout Project.
4. Click the Save button.
5. Click the New button to create a “General Explanation.”

6. In the lower text field, type To add COP #1 to this Contract
which will enhance the safety of the roadway by adding the
20,000 LF of the extra work item Traffic Stripes, Long life,
Epoxy Resin.

7. Click the Save button.

8. In the drop-down list, click the expand arrow and click
Explanations Applied to Specific Items.

9. Click the New button.

10. In the Pick Std Exp ID field, perform a Search and double-
click Explanation 1D 009.

11. In the Change Order Line Items area, double-click Line Item
9001, Additional Description Roadway.

12. Click the Save button.
13. Click the New button.

14. In the Pick Std Exp ID field, perform a Search and double-
click Explanation ID 004.

15. In the Change Order Line Items area, double-click Line Item
9002, Additional Description Drainage.
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16. Click the Save button.
17. Click the Close button.
18. Click the Main Panel folder tab.
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Review for Section 10

To open the Header window:

1.
2.

3.
4.

5.

To enter the header information for a Change Order:

10.
11.

12.
13.

14.

Double-click the Change Orders icon.
Double-click the Change Order
Maintenance icon.

Double-click the Header icon.

Click the Services menu, and then click
the Choose Keys choice.

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

Double-click the Change Orders icon.
Double-click the Change Order
Maintenance icon.

Double-click the Header icon.

Click the Services menu, and then click
the Choose Keys choice.

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

In the Description field, type the
description.

In the Reason Code drop-down list, click
the expand arrow and click the reason
code.

In the CO Type drop-down list, click the
expand arrow and click change order type.
Click the Overrun/Underrun check box
(ON).

Click the Extra Work check box (ON).
Click the Time Adjustment check box
(ON).

Click the Force Account check box (ON).
In the Force Account ID field, perform a
Search and double-click the Force
Account.

Click the Save button.

To create a time adjustment to modify Contract and
Milestone time:

1.
2.

3.
4.
5

9.

10.
11.
12.
13.

14,

15.

16.
17.

Double-click the Change Orders icon.
Double-click the Change Order
Maintenance icon.

Double-click the Header icon.

Click the Open button.

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

In the Change Order list box, scroll to
and double-click the desired CO Nbr.
Click the Services menu and then click
the CO Time Adjustments choice.
Click the Time Adjustment Days field
and type number of adjustment days.

In the Explanation field, type the
explanation.

Click the Save button.

Click the New button.

Click the For Milestone radio button.
Click the Milestone from the drop-down
list.

Click the Time Adjustment Days field
and type the number of adjustment days.
In the Explanation field, type the
explanation.

Click the Save button.

Click the Close button.

To modify an existing item on a Contract:

1.
2.

3.
4.
5

9.

10.

11.

Double-click the Change Orders icon.
Double-click the Change Order
Maintenance icon.

Double-click the Header icon.

Click the Open button.

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

In the Change Order list box, scroll to
and double-click the desired CO Nbr.
Click the Services menu and then click
the CO Items choice.

Click the Services menu and the click the
Adjust Item Qty choice.

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

In the This Change Order quantity field,
type the Change Order quantity.

Click the Save button.
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To enter a new item on a Contract:

To add a Force Account item to the Contract:

1. Double-click the Change Orders icon. 1. Double-click the Change Orders icon.

2. Double-click the Change Order 2. Double-click the Change Order
Maintenance icon. Maintenance icon.

3. Double-click the Header icon. 3. Double-click the Header icon.

4. Click the Open button. 4. Click the Open button.

5. Inthe Contract ID list box, scroll to and 5. Inthe Contract ID list box, scroll to and
double-click the desired Contract ID. double-click the desired Contract ID.

6. Inthe Change Order list box, scroll to 6. Inthe Change Order list box, scroll to
and double-click the desired CO Nbr. and double-click the desired CO Nbr.

7. Click the Services menu and then click 7. Click the Services menu and then click
the CO Items choice. the CO Items choice.

8. Click the New button. 8. Click the New Contract Item folder tab.

9. Click the New Contract Item folder tab. 9. Inthe Project Nbr drop-down list, click

10. In the Project Nbr drop-down list, click the expand arrow and click the PCN.
the expand and click the PCN. 10. In the Category Nbr drop-down list, click

11. Inthe Category Nbr drop-down list, click the expand arrow click and the category.
the expand arrow and click the category. 11. Inthe Line Item Nbr field, type the line

12. In the Line Item Nbr field, type line item item number.
number. 12. In the Item Code field, perform a Search

13. In the Item Code field, perform a Search and double-click the Force Account Item.
and double-click the item to be added. 13. Inthe Unit Price field, type unit price.

14. In the Unit Price field, type the unit price. 14. In the Supplemental Description field,

15. Click the Change Order Item folder tab. type the Force Account description.

16. Inthe Area of Change drop-down list, 15. Click the Change Order Item folder tab.
click the expand arrow and click the area 16. In the Area of Change drop-down list,
of change. click the expand arrow and click the area

17. In the This Change Order quantity field, of change.
type the quantity. 17. In the This Change Order quantity field,

18. Click the Save button. type quantity.

18. Click the Force Account Item check box
(ON).
19. Click the Save button.
20. Click the Close button.
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To calculate the Change Order:

ok~ w

Double-click the Change Orders icon.
Double-click the Change Order
Maintenance icon.

Double-click the Header icon.

Click the Open button.

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

In the Change Order list box, scroll to
and double-click the desired CO Nbr.
Click the Services menu and then click
Calculate Change Order choice.
Click the Save button.

Click the Close button.

To add explanations to the Change Order:

11.
12.

13.

14.

Double-click the Change Orders icon.
Double-click the Change Order
Maintenance icon.

Double-click the Change Order
Explanations icon.

Click the Open button.

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

In the Change Order list box, scroll to
and double-click the desired CO Nbr.
Click the New button to create a
“General Explanation.”

In the lower text field, type the
explanations.

Click the Save button.

. In the drop-down list, click the expand

arrow and click Explanations Applied
to Specific Items.

Click the New button.

In the Pick Std Exp ID field, perform
a Search and double-click ID.

In the Change Order Line Items area,
double-click the line item.

Click the Save button.
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Summary for Section 10
In the following exercise, you create a Change Order in SiteManager.
Login: tpsjone Group: RE Contract: 8888G

1. Navigate to the Header window and create a Change Order for Contract ID 8888G.
(Hint: You will have to use Choose Keys.)

2. Enter the following information on the Header window:
= Description: Electrical Change of Plans
= Reason Code: Field Conditions
= CO Type: Supplementary Agreement

» Functions:Overrun/Underrun, ExtraWork, Time Adjustment, and Force
Account

= Link the Change Order to Force Account 2.

3. Add a time adjustment to the Contract to increase the time 20 days. Include the
following explanation: An additional 20 days is required for additional electrical
work that cannot be done concurrently with the critical path.

4. Modify the following existing item on the Contract: Line Item Number 0036, Item
Code 610018M, Decription RPM, Mono-Directional, Amber Lens.

= Increase the quantity by 50.00 units.
= Area of Change: Electrical.
5. Add the following new item to the Contract.
= Project Number: 8888G
= Category Number: 0001
= Line Item Number: 9001
= |tem Code: 701081P Description: 1-3” Flexible Nonmetallic Conduit
= Unit Price: 35.00
= Quantity: 190.00
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Area of Change: Electrical.

6. Add the following Force Account item to the Contract.

Project Number: 8888G

Category Number: 0001

Line Item Number: 9002

Item Code: 109006M Description: Force Acccount
Unit Price: 1.00

Supplemental Description: FA2 Deteriorating Bearings
Quantity: 7105.34

Area of Change: Bridge.

Check the Force Account Itme check box ON.

7. Calculate the Change Order. (Hint: Navigate to the Header window, Services Menu)

8. Navigate to the Change Order Explanations window and enter the following
explanations:

Location of Proposed Order: From Station 87+90 to 88 +55

Purpose of Change Order: There is a conflict with the existing Sprint phone
cable.

Associate Standard Explanation 009 with only Line Item 9002.

9. Navigate to the Main Panel.
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11 Reviewing and Approving a
Change Order

By the end of this section, you will be able to:
» Forward a Change Order for Review
= Generate the DC 173 Change Order
= Send a Change Order for Approval
=  Approve a Change Order
= Tracking a Change Order
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Forwarding a Change Order for Review

During the life of the Contract Change Order, the author is responsible for
forwarding it to identified SiteManager users for review.

The Forward Change Order for Review window is accessible to the author
of the Change Order, and other users authorized to view the Change Order
details. Also, Approvers have access to this window in order to select a
replacement or proxy if they are unavailable.

If the author changes the status to Pending and Saves the Change Order,
the Forward to option on the Services menu is disabled. The Groups for
Approval window appears as a result of saving the Change Order. The
author then selects at least one approver from each approval level. Only
SiteManager users who have Contract authority for the Contract and who
are members of the appropriate security group will appear in the list.

¥ Change Order #001 Review

Groups for Review

Local
Depaitmental
Federal

£ ¥

User ID User Name Uszer ID User Name

<- Remove

<<- Rem All

o | G

Figure 11-1. The Forward Change Order For Review Window
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Before sending a Change Order for approval, the Change Order is
to be forwarded for review and modified as needed. Reviewers for
Change Orders are to include the following:

Field Managers
Project Managers
Regional Construction / Maintenance Engineer

FHWA

Reviewers’ comments are to be viewed in the Change Order
Tracking window.

During the Review Process, the Resident Engineer or his designee
are to modify the Change Order as needed.

ZEp

Exercise 11-1
Main Panel > Change Orders > Change Order Maintenance >
Header

In the following exercise, you will send a Change Order for review.

Login: tpsjone Group: RE Contract: 7777H
1. Double-click the Change Orders icon.

2. Double-click the Change Order Maintenance icon.

w

Double-click the Header icon.

>

Click the Open button.

Click the Contract ID button.

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

ID 7777H.

7. Inthe Change Order list box, scroll to and double-click CO
Nbr 001.

8. Click the Services menu, and then click the Forward To
choice.
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9. On the Groups for Review window, click Contractor.

10. In the lower window, click User ID tpsgree, User Name
Green, Chris.

11. Click the Add button.
12. On the Groups for Review window, click Departmental.

13. In the lower window, click User ID tpswarr, User Name
Warren, Jackie.

14. Click the Add button.
15. Click the OK button.
16. Click the Save button.
17. Click the OK button.
18. Click the Close button.

19. Click the Main Panel folder tab.

11-4 11 Reviewing and Approving a Change Order



Generating the DC 173 Change Order

The DC 173 Change Order is generated through Crystal Reports, which is
accessible directly through the Crystal Reports Server or by double-
clicking the Reports icon on the SiteManager Main Panel. The user should
then log into Crystal Reports and select the DC 173 Change Order. When
generating the report, the user should select the Contract ID and the
Change Order Number as the parameters. The DC 173 Change Order can
be viewed online, printed, or exported to PDF. The DC 173 Change Order
can be regenerated throughout the life of the Change Order. Once the
Change Order begins the approval process, it cannot be modified without
changing the status of the Change Order back to Pending.

Select Contract I and Change Order Humber CORContract

Select Contract ID:

ITIH w

Select Change Order Number:

oM w

Figure 11-2. DC 173 Change Order Parameters

The Change Order reviewers are to generate the DC 173 Change
Order to review the Change Order created in SiteManager.
Comments regarding the Change Order are to be made in the
Change Order Review/Approval window.
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af Refer to the

_Exercise 11-2 Review section
Main Panel > Reports for Crystal

In the following exercise, you will generate the DC 173 Change Reports steps.

Order to review the Change Order.

Login: tpsjone Group: RE  Contract: 7777H
1. Double-click the Reports icon.
2. Double-click DC 173 Change Order 7777H.

3. What is the status of the Change Order? Draft

4. Click the Close button.

5. Click the Close button to return to SiteManager.
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Sending a Change Order for Approval

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

= Access the Change Order information

= View the Contract and Change Order information online

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

=  Record Remarks related to their recommendation. Remarks are

optional

m Change Order #001 Approval

Groups for Approval

Field M anager
Project Manager

Capital/0perations Pragramming

Agreement Accounting

Regional CST Engdtdaint. Engineer

User ID

User Name

E5)

<- Remove

Uszer ID

(uinn, Frann

User Name

0K

i Cancel

Figure 11-3. The Change Order Approval Window
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The Resident Engineer or his designee are to initiate the approval
process by changing the Change Order Status from Draft to
Pending and then saving the Change Order. SiteManager
automatically requests the Resident Engineer or his designee to
select an individual to approve the Change Order for each level. The
following are the Change Order Approval Levels:

= Contractor — The CO Engineer is to be selected to approve
the Change Order on behalf of the Contractor.

= Resident Engineer

= Field Manager — If there is not a Field Manager assigned to
the Contract, the Resident Engineer is to be selected to
approve the Change Order again.

= Project Manager
= Regional CST Eng./Maint. Engineer
= Capital/Operations Programming

= FHWA - This level will only appear if there is Federal
Oversight on the Contract.

= Agreement Accounting

Once all levels of approval have been entered in SiteManager, the
new items and quantities will be available for recording on Daily
Work Reports.

If an item was added to the Contract that is to be excluded from
Construction Layout calculations, the Resident Engineer or his
designee are to identify that item in the Construction Layout
Program after the Change Order has been approved.

Capital/Operations
Programming should
be selected to
provide approval on
behalf of FHWA if
FHWA cannot
approve in
SiteManager.

The Construction
Layout Program
is accessed
through the
Attachments
button on the
Contracts
window.
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E ; Exercise 11-3

Main Panel > Change Orders > Change Order Maintenance >
Header

In the following exercise, you will send a Change Order for
approval by changing the Change Order status from Draft to
Pending.
Login: tpsjone Group: RE Contract: 7777J
1. Double-click the Change Orders icon.
2. Double-click the Change Order Maintenance icon.
3. Double-click the Header icon.
4. Click the Open button.
5. Click the Contract ID button.
6. Inthe Contract ID list box, double-click Contract ID 7777J.

7. Inthe Change Order list box, scroll to and double-click CO
Nbr 001.

8. In the Status drop-down list, click the expand arrow and click
Pending.

9. Click the Save button.

10. Click Yes to the message confirming the status change to
Pending.

11. In the Groups for Approval area, click Contractor.

12. In the lower window, click User ID tpsgree, User Name
Green, Chris

13. Click the Add button.
14. In the Groups for Approval area, click Resident Engineer.

15. In the lower window, click User ID tpsjone, User Name Jones,
Kelly.

16. Click the Add button.

17. In the Groups for Approval area, click Field Manager.
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18. In the lower window, click User ID tpswarr, User Name
Warren, Jackie.

19. Click the Add button.
20. In the Groups for Approval area, click Project Manager.

21. In the lower window, click tpsjack, User Name Jackson,
Bailey.

22. Click the Add button.

23. In the Groups for Approval area, click Regional CST
Eng/Maint. Eng.

24. In the lower window, click User ID tpsclay, User Name Clay,
Andy.

25. Click the Add button.

26. In the Groups for Approval area, click Capital/Operations
Programming.

27. In the lower window, click User ID tpspark, User Name
Parker, Pat.

28. In the Groups for Approval area, click Agreement
Accounting.

29. In the lower window, click User ID tpsquin, User Name Quin,

Fran.
30. Click OK.
. In the next
31. Click OK. exercise we will
. log in as the
32. Click the Save button. Change Order
33. Click the File menu and then click the Exit choice. — Engineer and
approve the
Change Order on
behalf of the
Contractor.

11-10 11 Reviewing and Approving a Change Order



Approving a Change Order

In order for the Change Order to be approved, it must be placed in
Pending status and forwarded for approval.

ﬂ Change Order Approval

Conbract 1D: [7777) CO Numbes: 001
Approver 1D: anec Approval Date: [10/28/08

Mame: [Green, Ceis | [7] Emergency

Figure 11-4. The Change Order Review/Approve Window

Once the Contractor’s signature is received on the DC 173
Change Order, the Change Order Engineer is to enter an
electronic approval in the Change Order Review/Approve
window in SiteManager. The Change Order Engineer is to note
in remarks that the approval is on behalf of the Contractor and
forward the DC 173 Change Order to the Regional
Construction Engineer or Regional Maintenance Engineer. The
Regional Construction Engineer or Regional Maintenance
Engineer are to sign the DC 173 Change Order as well as enter
electronic approval in SiteManager. The Change Order
Engineer is to then forward copies of the DC 173 Change
Order to the Contractor and to Agreement Accounting.

All other Change Order approvals are to be entered
electronically in SiteManager. If an approver approves the
Change Order on behalf of another person (i.e. Capital
Programming approves the Change Order for FHWA), then a
comment is to be made in Remarks stating the date and who
gave the approval.

If an approver decides to deny the Change Order, a reason is to
be entered in Remarks with direction to the Resident Engineer.
The Resident Engineer is to then modify the Change Order if
needed and repeat the Change Order Approval Process.

Once the final approval is entered in SiteManager, the Change
Order cannot be modified.
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aﬁ Exercise 11-4

Main Panel > Change Orders > Change Order Maintenance >
Change Order Review/ Approve

In the following exercise, you will review the Change Order.
Login: tpsgree Group: COENGR Contract: 7777J

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

2. Inthe User ID field, type tpsgree.

3. Press the Tab key.

4. In the Password field, type pass.

5. Press the Enter key.

6. Double-click the Change Orders icon.

7. Double-click the Change Order Maintenance icon.

8. Double-click the Change Order Review / Approve icon.

9. Inthe Contract ID list box, double-click Contract ID 7777J.

10. In the Change Orders list box, double-click CO Nbr 001.

11. Click the Remarks button.

12. In the Remarks text field, type Change Order signed and
approved by IEW on <enter today’s date>.

13. Click the Remarks button.

14. Click the Approved radio button.

15. Click the Save button.

16. In the message box, click the Yes button.
17. In the message box, click the OK button.
18. Click the Close button.

19. Click the File menu, and then click the Exit choice.
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Tracking a Change Order

The status of a Change Order in the review or approval cycle can be
monitored by opening the Tracking window at any time. The Tracking
window for a Change Order is a view-only window and displays:

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

The reviewer or approver’s name

The action requested - review or approve

The date the reviewer or approver made a recommendation
The recommendation - Approved or Denied

Any Remarks the reviewer or approver has made

Authorized users may also view details about current and historic Contract
items online using the Item Summary window.

CO Header " CO Tracking List

Contract ID: | 7777) Change Order Nbr: oot
pent Name Action Date Recom- Remarks ~
DAME ) mendation

0/28/08 Green, Chiis Approval 10/28/08 Approve Change Order signed and

approved by IEVW on 8/28/08.

0/28/08 Jones. Kelly Approval DO/DD/00 Action Pending

0/28/08 Warren. Jackie Approval D0/00/00 Action Pending

0/28/08 Jackson, Baley Approval D0/00/00 Action Pending

0/28/08 Clay, Andy Approval D0A00/00 Action Pending

-

< >

Figure 11-5. The Change Order Tracking
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Throughout the Review and Approval Processes, the Change Order
is to be tracked in the Tracking window. The Tracking window
displays each reviewer’s and approver’s recommendation and
comment.

aﬁ Exercise 11-5

Main Panel > Change Orders > Change Order Maintenance >
Tracking

In the following exercise, you will review the Change Order.
Login: tpsjone Group: RE Contract: 7777J

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

2. Inthe User ID field, type tpsjone.

3. Press the Tab key.

4. In the Password field, type pass.

5. Press the Enter key.

6. Double-click the Change Orders icon.

7. Double-click the Change Orders Maintenance icon.

8. Double-click the Tracking icon.

9. Inthe Contract ID list box, scroll to and double-click Contract
ID 7777J.

10. In the Change Orders list box, double-click CO Nbr 001.
11. Click the CO Tracking List folder tab.

12. Who is the next level of approval? Kelly Jones

13. Click the Close button.

14. Click the Main Panel folder tab.
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Review for Section 11

To forward a Change Order for Review:

1.
2.

3.

10.
11.

12.
13.
14,
15.

Double-click the Change Orders icon.
Double-click the Change Order
Maintenance icon.

Double-click the Header icon.

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

In the Change Order list box, scroll to and
click the desired CO Nbr.

Click the OK button.

Click the Services menu, and then click the
Forward To choice.

On the Groups for Review window, click
desired group.

In the lower window, click the User ID of
the desired reviewer.

Click the Add button.

Repeat steps 11 — 13 for all desired
reviewers.

Click the OK button.

Click the Save button.

Click the OK button.

Click the Close button.

To view Crystal Reports:

1.
2.
3.

o

RB©OoKo~NS

o

Double-click the Reports icon.

In the System field, type snj 187:6400.
In the User Name field, type
TSP_Construction.

In the Password field, type pave09.

In the Authentication drop-down list, click
the expand arrow and click Enterprise.
Click Folders.

Click the TSP_Construction folder.
Click the desired report.

Enter the required Parameters.

Click the OK button.

View, Print, or Save the report.

To export a Crystal Report to PDF format.

No ok

Generate the desired report.

Click the Export this Report button.

In the File Format drop-down list, click the
expand arrow and click Adobe Acrobat
(PDF).

Click the OK button.

Click the Save button.

Save the report in the desired location.

Exit Crystal Reports.

To send a Change Order for Approval:

10.

11.
12.
13.
14,
15.

Double-click the Change Orders icon.
Double-click the Change Order
Maintenance icon.

Double-click the Header icon.

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

In the Change Order list box, scroll to and
click desired CO Nbr.

In the Status drop-down list, click the
expand arrow and click Pending.

Click the Save button.

Click Yes to the message confirming the
status change to Pending.

In the Groups for Approval area, click
desired approval group.

In the lower window, click the User ID of
the approver.

Click the Add button.

Repeat steps 12 — 14 for all approval groups.
Click OK.

Click OK.

Click the Save button.
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To approve a Change Order:

To track a Change Order:
1. Double-click the Change Orders icon. . .
2 Double-click the Change Order 1. Double-click the Change Orders icon.
' Maintenance icon. 2. Double-click the Change Order
3. Double-click the Change Order Review / Malntena'nce icon. A
Approve icon. 3. Double-click the Tracking icon.
4. Inthe Contract ID list box. double-click 4. Inthe Contract ID list box, scroll to and
' the desired Contract ID ' double-click the desired Contract ID.
5. In the Change Orders iist box. double- 5. In the Change Orders list box, double-click
click the desired CO Nbr. thg desired CO Nbr. . .
6. Click the Remarks button. 6. Cl!ck the CO Tracking List folder tab.
7. Inthe Remarks text field, type the 7. Click the Close button.
desired remark.
8. Click the Remarks button.
9. Click the Approved radio button.
10. Click the Save button.
11. Click the Close button.
12. In the message box, click the Ok button.
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Summary for Section 11

In the following exercise, you view and approve a Change Order in
SiteManager.

Login: tpsjone Group: RE Contract: 8888H

1. Navigate to the Header window and open a Change Order 001 for Contract ID
8888H. Forward the Change Order for Review to Jackie Warren.

2. Name two ways to review the Change Order:

Generate the DC 173 or view the SM windows

3. Forward Change Order Nbr. 001 for Contract ID 8888J for Approval using the
following approvers:

= Contractor: Chris Green
= Resident Engineer: Kelly Jones
= Field Manager: Jackie Warren
» Project Manager: Bailey Jackson
= Regional CST/Maint. Engineer: Andy Clay
= Capital Operations/Programming: Pat Parker
= Agreement Accounting: Fran Quin
4. Exit SiteManager.

5. Log into SiteManager as tpsgree and approve Change Order 001 for Contract ID
8888J on behalf of the Contractor.

6. Navigate to the Change Order Tracking window. Who is the next level of approval?

Kelly Jones

7. Exit SiteManager.
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12 Finalizing a Contract

By the end of this section, you will be able to:
Review the Contract Finalization Process
Substantially Complete the Contract
Conduct Close Out Meetings and Inspections
Apply Adjustments
View the Certification of Completion Change Order
Finalize As-Built Quantities
Calculate the Construction Layout Adjustment

Prepare for the Final Estimate

12 Finalizing a Contract 12-1



Reviewing the Contract Finalization Process

The SiteManager Contract Finalization Plan should be followed for each
Contract beginning with the Substantial Completion memo until one year
after the Final Estimate.

The Substantial Completion phase of the Contract Finalization process is
initiated by the Contractor with a memo to NJDOT. The Resident
Engineer or his designee is responsible for tracking the correspondence
with the Contractor and making the necessary changes in SiteManager to
note the Contract’s substantially complete status, including entering the
necessary Critical Dates, reducing retainage, and tracking the
correspondence in the Correspondence Log.

The Resident Engineer or his designee is responsible for tracking
correspondence and Key Dates related to Close Out Meetings, Contract
Inspections, and Material Adjustments. If necessary, Change Orders
should be created to add the material adjustment items to the Contract and
once the Change Order is approved, the adjustment can be made on the
Daily Work Report.

Once the Completion Date is entered by the Resident Engineer, the Close
Out Engineer should initiate the Certification of Completion Change
Order and for enter the date the Contract is accepted by the State
Transportation Engineer in the Contracts window, Critical Date folder tab.

The Resident Engineer or his designee is responsible for determining as-
built quantities for the Contract, tracking correspondence related to as-
built quantities and balancing final as-built quantities through the use of
Daily Work Reports and Change Orders.

Once the as-built quantities are finalized, the Construction Layout
Adjustment should be applied on the Daily Work Report.

The Resident Engineer should then prepare for the final estimate by
ensuring the following tasks are complete:

End Contract Authority
Review Remaining Items
Create the Final Change Order
End Contract Time

Generate the Pre-Final Progress Estimate
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Enter the Final As-built Change Order Approved Date

Generate and Approving the Final Estimate
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Substantially Completing the Contract

The Substantial Completion phase of the Contract Finalization process is
initiated by the Contractor with a memo to NJDOT. The Resident
Engineer or his designee is responsible for tracking the correspondence
with the Contractor and making the necessary changes in SiteManager to
note the Contract’s substantially complete status. Once the Contract is
substantially complete, the Resident Engineer or his designee should also
Close Out all remaining stockpiled materials.

Viewing a Correspondence Log Record

The Correspondence Log window is used to document correspondence
related to the Contract. All correspondence relating to the finalization of
the Contract should be tracked in the Correspondence Log window under
the Document Category of “Close Out.”

¥ Correspondence Log

Contract ID: 7777k Contract Correspondence Serial Number: 3

Comrespondence Type: |Letter
- | On: |10/06/08 Comespondence 1D:

Sent From: JEW Constr Gp

Sent To: Kelly Jones, RE

Document Category: | Close Out |

Document Location:

Major Topics: |Substantial Completion

Related Comespondence: |0

Required Response Text: |

Dispute: [0

Figure 12-1 Correspondence Log Window

The Resident Engineer or his designee are to create a
Correspondence record to document the Contractor’s request of the
Contract being Substantially Complete. The correspondence is to

be recorded under the Document Category “Close Out” and the
request is to be attached to the record as an Attachment.

Refer to Section 4
for instructions
on closing out
stockpiles.

12-4
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E ; Exercise 12-1

Main Panel > Contract Administration > Contract Records >
Correspondence Record

In the following exercise, you will view a Correspondence Log
record for Substantial Completion communications.

Login: tpsjone Group: RE Contract: 7777K
1. Double-click the SiteManager icon on your desktop.
2. Inthe User ID field, type tpsjone.
3. Press the Tab key.
4. In the Password field, type pass.
5. Press the Enter key.
6. Double-click the Contract Administration icon.
7. Double-click the Contract Records icon.
8. Double-click the Correspondence Log icon.
9. Click the Open button.

10. In the Contract ID list box, scroll to and double-click Contract
ID 7777K.

11. In the Correspondence Log list box, scroll to and double-click
Corr Srl Nbr 3.

12. What is the Document Category? _ Close Out

13. Click the Close button.
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Entering the Substantial Completion Critical Date

Once the Resident Engineer determines the Contract to be substantially
complete, the Resident Engineer or his designee should enter the
Substantial Work Complete date in the Contract Window on the Critical

Date folder tab.

Contract ID: [7777K

Description Y Location 7 Payment Data " Critical Dates * Primary Personnel " Prime Contractor ~ DBE Commit ©

Critical Date Description
Contractor Final Certificate Date
Award Date
Price Adjustments Base Date
Execution Date
Letting Date
Original Completion Date
Checked Out to Field Date:
Substantial \w'ork Com
Contiactor Bankruptcy Date

Contractor Default Date
(fficial Contract Start Date:
Signed Date

Wark Begin Date

Actual Date Required to Activate Required to Finalize

(00400400
08/05/08
07/25/08
08/08/08
07/25/08
11/04/08
00700400
10/07/08
00700400
00700400
(08/07/08
00700400
08/07/08

v

zzzzszz—<<<—<z
Z==z=z = =

=== = =

Critical Date Description: |Substanlia\ ‘work Complete D ate
Actual Occumrence Date: [10/07/08 ¢

[~ Required to Activate

Distiibution List: |

[v Required to Finalize

Recipient ID: |tpsclay

Message Texk: [Wclrk is substantially complete.

Figure 12-2 Contracts Window Critical Dates Folder Tab

The Resident Engineer or his designee are to enter the Substantial
Work Complete date in the Contracts Window on the Critical Date
folder tab once the Contract is determined by the Resident Engineer

to be substantially complete.

Refer to Section 2
for Critical Date
descriptions.

12-6
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E ; Exercise 12-2

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will enter the actual date for the
Substantial Completion Critical Date.

Login: tpsjone Group: RE Contract: 7777K
1. Double-click the Contracts icon.
2. Click the Critical Date folder tab.

3. Inthe Critical Date Description list, click Substantial Work
Complete Date.

4. Inthe Actual Occurrence Date field, type 100708.

5. Inthe Recipient ID field, perform a Search and double-click  Tne Regional
User ID tpsclay, User Name Clay, Andy. CST Eng/Maint.

Engineer should
—— be notified when
the Contract is
substantially
complete.

6. Click the Save button.
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Reducing Retainage

The Resident Engineer or his designee should reduce the amount of
retainage withheld on the Contract from 2% to 1%, or as designated by the
Contract. The change in retainage withholdings is entered in the Contract
Window, on the Payment Data folder tab. SiteManager will automatically

reduce the retainage on the next estimate.

I Description i Location " Payment Data

Ciitical Dates  * Primary Personnel * Prime Contractor

DBE Commit = Traming Flan

Contract ID: [7777K

Generate Estl Day: I_S Original Contract Limit Amt: $.00

Generate Est? Day: | Contract Limit Pct: 0o

RETAINAGE

Current Contract Amt: #11,088,265.60
Liquidated Dam Rate Amt: $1.000.00

[T Securities Allowed [ Retain Stkpiled Ind

" Unlimited Escrow

Max Escrow Amt: $.00 |

Retainage Changes:

Effect Date Pct Pct Base  Max Pct

- | 08/08/08 200[CURRENT & « 200

1.00 CURRENT |

‘Work Compl Basis
WORK, M PLACE

Max Amt Lump Amt  Trgr Pct  Trgr Base

$0.00 $0.00 00|

UGB

Figure 12-3 Contracts Window Payment Data Folder Tab

The Resident Engineer or his designee are to reduce the amount of
retainage withheld on the Contract from 2% to 1%, or as

designated by the Contract.

12-8
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E ; Exercise 12-3

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will reduce retainage for the
Contract.

Login: tpsjone Group: RE Contract: 7777K

1. Click the Payment Data folder tab.

2. Click the Retainage Changes area. Typically, the Substantial
Completion Date is to should be

3. Click the New button. entered as the new retainage date.
However, since the final estimate in

4. In the EffeCtlve Date f|e|d, type 102208. training haS been pre_genera‘ted’

SiteManager will not allow for a
date that is effective prior to the

6. In the Max Pct field, type 1. current estimate date.

5. Inthe Pct field, type 1.

7. Click the Save button.
8. Click the Close button.

9. Click the Main Panel folder tab.
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Conducting Close Out Meetings and Inspections

The Resident Engineer or his designee is responsible for tracking
correspondence related to Close Out Meetings, Contract Inspections, and
Material Adjustments.

All Correspondence relating to Close Out meetings, Inspections and
Material Adjustments should be entered in the Correspondence Log
window with a Document Category “Close Out”. If available, the
correspondence should be attached to the record.

The Resident Engineer or his designee should enter the actual dates for the
following Key Dates:

Acceptance Inspection

All Required Material Certs and Drawings
All Required Payrolls and EEO Statements
All Required Releases Received

All ROW Issues Resolved

Close Out Meeting Held

Corrective Action Inspection

DC 123 Final Certificate of Compliance
LB 95A Materials Cert

Letter of Corrective Work to Contractor
Mylars Submission

Notice of Completion

Memo of Corrective Work

If it is determined that material adjustments are needed, the Resident
Engineer or his designee should create an Extra Work Change Order to
add the required adjustment items to the Contract. The unit price should be
established as $1.00 and the quantity should be entered as the amount of
the adjustment. The following is a list of items created to apply material
related adjustments:

Concrete Rideability Quality Adjustment

12-10
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Concrete Strength Quality Adjustment
Concrete Thickness Quality Adjustment
Failing Sample Charge

HMA Air Void Quality Adjustment
HMA Rideability Quality Adjustment
HMA Thickness Quality Adjustment

The Change Order should follow the standard review and approval
processes. Once the Change Order is approved, the items will be available
to record on a Daily Work Report.

Once the Change Order with the adjustment items is approved, the
Resident Engineer or his designee should create a DWR to apply the
adjustment amounts to the Contractor. The items should be recorded to the
Prime Contractor with a location description of “Throughout Project”. The
amount of the adjustment should be entered in both the Placed Qty and the
Asbuilt Qty fields. The reports detailing the required adjustments should
be attached to the Item on the DWR.

Once the DWR is created, the Resident Engineer should authorize the
DWR for payment in the Diary window. The adjustments will then be
automatically included on the next estimate.

m Daily Work Reports

DWHR Info. Contactors " Contactor Equip. Work Activities " Work Items " Foce Accounts |
Contract ID: |FF77K Inspector:  lones, Kelly Date: [19/26/02
Project Nbr: TITTK Line Itm Nbr: | 3003 Item Code: 401115M Category Nbr: 0om
Item Desc: HWA 2R YOID QUALITY ADJUSTMENT Unit Price: $1.00000

Supp Desc 1: |
Supp Desc 2: |

Qty Reported to Date: 50915000  Qty Authorized to Date: |50515.000 Units Type:| DOLL

Oty Installed to Date: 50,915,000 Bid Qry: (0,000 Pay To Plan Qty: []
Status: Ecliva Oty Paid to Date: 50,915,000 Current Contract Qty: |50515.000
Loc Seq Mbr |Location Installed Placed Qty.  |Plan Page Humber [T emplt Uzed

S RN 1~ N | N I
Placed Qty: | 50,915.000 Plan Page Mbr:| 0 Contractor: |IEWw CONSTR GF ** PRIME ™ =l
Az Built Qty: 50,915.000 Loc Seq Mbr: 1 Location: [N/
Station Dffset Distance Station Dffset Distance [+ Measured

" Measured Indicator)

From: 2| oo [ 00 Te 2 .00 [ 000

Material Inspection Detail
Material Component Cont Est Matrl Gty Satisf Repr Matrl Oty Reprt Matrl Oty Matrl Unit

" Estimated

Figure 12-4 Daily Work Reports — Material Adjustment
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The Resident Engineer or his designee is responsible for tracking
correspondence related to Close Out Meetings, Contract
Inspections, and Material Adjustments, initiating the necessary
Change Orders to add items, and recording adjustments on Daily
Work Reports.

aﬁ Exercise 12-4

Main Panel > Daily Work Reports > Daily Work Reports

In the following exercise, you will view a DWR to charge the
Contract for a material adjustment.

Login: tpsjone Group: RE Contract: 7777K
1. Double-click the Daily Work Reports icon.
2. Double-click the Daily Work Reports icon.
3. Click the Open button.
4. Click the No button.

5. Inthe Inspector list box, scroll to and double-click User ID
tpsjone.

6. In the Date list box, scroll to and double-click DWR Date
092608.

7. Click the OK button.
Material Adjustment

8. Click the Work Items folder tab. Items should be
) ) added to the
9. Scroll to and double-click Line Item Number 9003, Category Contract via Change
Number 0001, Item Code 401115M, Description HMA Air Order for a unit

Void Quality Adjustment. price of (-)$1.00 with
the quantity being
the amount to be of
11. What is the Quantity? _ 50,915.00 the adjustment.

10. What is the Unit Price? $1.00

12. Click the Close button.

13. Click the Main Panel folder tab.
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Entering the Construction Completion Key Date

The Resident Engineer is responsible for entering the Completion Date,
which initiates the Certification of Completion process.

m Key Dates

Contract 1D: [F77ae

Key Date Type Projected Actual Required Required -~

Date Date to Activate to Finalize
Az-Built Qtys Reviewed by BCM 1140508 00./00/00 M e
Acceptance Inspection 11408408 0o,/00,/00 e
All Required Material Certs and Drawings 11408408 0o,/00,/00 M e
All Required Payrolls and EED Statements 11408408 0o,/00,/00 M e
All Required Releases Received 11408408 0o,/00,/00 M e
Comective Action Inzpection 10416408 0o,/00,/00 M e
Construction Completion D ate ““-
Cloze Out Mesting Held 10416408 00/00/00 M Y
“
Key Date Type: |Construction Completion D ate Ea|

Piojected Date: [10/31/08

Actual Date: IW
Distribution List: [Close Out - North
Meszage Text: |E0nstruction iz complete az verified by the Comective Action Inspection

Figure 12-5 Contracts Window Payment Data Folder Tab

The Resident Engineer is to enter the Construction Completion date
in the Key Date window once construction is determined to complete

for the Contract.

12 Finalizing a Contract
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E ; Exercise 12-5

Main Panel > Contract Administration > Contract Records > Key
Dates

In the following exercise, you will enter the Construction
Completion Key Date.

Login: tpsjone Group: RE Contract: 7777K
1. Double-click the Contract Administration icon.
2. Double-click the Contract Records icon.
3. Double-click the Key Dates icon.

4. Inthe Key Date Type list, click Construction Completion
Date.

5. Inthe Actual Date field, type 102008.
6. Click the Save button.
7. Click the Close button.

8. Click the Main Panel folder tab.
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Viewing the Certification of Completion Change
Order

The Close Out Engineer initiates a Change Order that is used for the
purpose of tracking Certification of Completion approvals. The Change
Order Header should be created with the following information:

Description: Certification of Completion
Reason Code: Certification of Completion
CO Type: Certification of Completion

Function: Zero Dollar

The Close Out Engineer generates the Certification of Completion Report
from Crystal Reports and forwards it to the State Transportation Engineer

for signature. All other signature approvals regarding Certification of
Completion should be entered in SiteManager in the Change Order
Review/Approve window. Once the Construction Acceptance Change
Order is approved and the State Transportation Engineer’s signature is
received, the Close Out Engineer should enter the date the signature was
received in the Accepted Date Actual Date field in the Contract Window
on the Critical Date folder tab. The status of the Certification of
Completion can be viewed in the Change Order Tracking window.

ﬂ Tracking

i C0 Headsr " CO Tracking List
Contract ID: s Change Order Mbr: ooz
Sent Name Action Date Recom- Remarks ~
Date mendation
10/24/08 Lake, Ryan Approval 10/24/08 Approve
10/24/08 Jackson, Bailey Approval 10/24/028 &pprove
10/24/08 Meyer, Joe Approval 10/24/08 Approve
10/24/08 Clay. Andy Approval 10/24/08 &pprove
10/24/08 Gray. Robin Approval 10/24/08 Approve
v
< >

Figure 12-6 Change Order Tracking Window

12 Finalizing a Contract
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The Close Out Engineer is to initiate the Certification of Completion
Change Order to track construction acceptance.

The Close Out Engineer is to select individuals from the following
Security Groups to indicate that the construction on the Contract
has been accepted:

» Resident Engineer (RE)

= Regional Elect. Maintenance Supv. (RELEMSV)
= Regional Maintenance Engineer (RCERMM)

* Project Manager (PM)

= Field Manager (FLDMGR)

= Regional Construction Engineer (RCERMM)

= Director of Operations (DIRECTOR)

These individuals are to accept the construction by approving the
Certificate of Completion Change Order.

Once all electronic and physical signatures have been received (State
Transportation Engineer and Secretary), the Close Out Engineer is
to enter the Accepted Date in the Contracts window Critical Dates
folder tab.
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E ; Exercise 12-6

Main Panel > Change Orders > Change Order Maintenance >
Tracking

In the following exercise, you will view the Certification of
Completion Change Order.

Login: tpsjone Group: RE Contract: 7777K
1. Double-click the Change Orders icon.
2. Double-click the Change Orders Maintenance icon.
3. Double-click the Tracking icon.

4. Inthe Contract ID list box, scroll to and double-click Contract
ID 7777K.

5. Inthe Change Orders list box, double-click CO Nbr 003.
6. Click the CO Tracking List folder tab.

7. Who was the last level of approval? ___Robin Gray

8. Click the Close button.

9. Click the Main Panel folder tab.

12 Finalizing a Contract
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Finalizing As-Built Quantities

The Resident Engineer or his designee is responsible for determining as-
built quantities for the Contract, tracking correspondence related to as-
built quantities, entering as-built key dates, and balancing the as-built
quantities on a Daily Work Report and Change Order.

All Correspondence relating to as-built quantities should be entered in the
Correspondence Log window with a Document Category “Close Out”. If
available, the correspondence should be attached to the record.

The Resident Engineer or his designee should enter the actual dates for the
following Key Dates relating to as-built quantities:

As-Built Qtys Review by BCM
As-Built Qtys Sent to Contractor
As-Built Qtys Agreed to by Contractor
Pavement As-built Data

The Resident Engineer should generate the As-Built Summary Report to
compare the Paid to Date quantities verses the as-built quantities. If the
quantities differ, then a DWR should be created to account for the
difference in the paid verses as-built amount. The As-Built Summary
Report is generated through Crystal Reports, which is accessible directly
through the Crystal Reports Server or by double-clicking the Reports icon
on the SiteManager Main Panel. The user should then log into Crystal
Reports and select the As-Built Summary Report. When generating the
report, the user should select the Contract ID as the parameter. The As-
Built Summary Report can be viewed online, printed, or exported to PDF.
The As-Built Summary Report is a dynamic report in that each time it is
generated, the quantities may change based on Daily Work Report and
Change Order quantities.

The Resident Engineer or his designee should create a DWR to balance
the as-built quantities with the Paid to Date quantities. The Resident
Engineer should enter the difference between the two quantities in the
placed quantity field.

Once the DWR is created, the Resident Engineer should authorize the
DWR for payment in the Diary window. The quantities will then be
automatically included on the next estimate.
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The Resident Engineer or his designee should create an Overrun/Underrun
Change Order to adjust the final quantity on all items. This Change Order
should follow the standard Change Order Review and Approval Processes.

Select Contract ID Project Mumber

Select Contract 10

TR v

Figure 12-7 As-Built Summary Report Parameters

The Resident Engineer or his designee is responsible for
determining as-built quantities for the Contract, tracking
correspondence related to as-built quantities, entering as-built key
dates, and balancing the as-built quantities on a Daily Work Report
and Change Order.

E ; Exercise 12-7

Main Panel > Reports

In the following exercise, you will generate the As-Built Summary
Report.

Login: tpsjone Group: RE Contract: 7777K
1. Double-click the Reports icon.
2. Double-click the As-Built Summary Report.
3. What should be the DWR adjustment for Line Item Number

0019 Description Temporary Traffic Stripes?
500.00

4. What should be the DWR adjustment for Line Item Number
0038 Description Rumble Strip? __ -500.00

5. Click the Close button.

6. Click the Close button to return to SiteManager.
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Calculating the Construction Layout Adjustment

The Resident Engineer or his designee is responsible for generating the
Calculation of Construction Layout Adjustment Report to determine the
construction layout adjustment, recording the construction layout
adjustment and balancing the construction layout item on a Change Order,
if necessary.

The construction layout adjustment is calculated by the Calculation of
Construction Layout Adjustment Report, which should be generated by
the Resident Engineer or his designee. The Calculation of Construction
Layout Adjustment Report is generated through Crystal Reports, which is
accessible directly through the Crystal Reports Server or by double-
clicking the Reports icon on the SiteManager Main Panel. The user should
then log into Crystal Reports and select the Calculation of Construction
Layout Adjustment Report. When generating the report, the user should
select the Contract ID as the parameter. The Calculation of Construction
Layout Adjustment Report can be viewed online, printed, or exported to
PDF.

The Resident Engineer or his designee should create a DWR to record the
amount of the construction layout adjustment. The item should be
recorded to the Prime Contractor with “Throughout Project” as the
location. The Calculation of Construction Layout Adjustment Report
should be attached to the item on the DWR.

Once the DWR is created, the Resident Engineer should authorize the
DWR for payment in the Diary window. The quantities will then be
automatically included on the next estimate.

Select Contract ld: Cornitract I

TTTTH v

Figure 12-8 Calculation of Construction Layout Adjustment Report Parameters

The Resident Engineer or his designee is responsible for generating
the Calculation of Construction Layout Adjustment Report to
determine the construction layout adjustment, recording the
construction layout adjustment and balancing the construction
layout item on a Change Order, if necessary.

12-20
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E ; Exercise 12-8

Main Panel > Reports

In the following exercise, you will generate the Construction
Layout Report.

Login: tpsjone Group: RE Contract: 7777K
1. Double-click the Reports icon.
2. Double-click the CST Layout Adj Report.

3. What is the amount of the construction layout adjustment?
$550.47

4. What amount should be placed on the Daily Work Report?
0.55

5. Click the Close button.

6. Click the Close button to return to SiteManager.
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Preparing for the Final Estimate

The Preparing for the Final Estimate section includes several steps
required by SiteManager and the NJDOT business processes that must be
completed prior to submitting the Final Estimate in SiteManager.

Ending Contract Authority

The Resident Engineer should notify the SiteManager Coordinator to end
Contract Authority for all Inspectors and field office personnel who are no
longer responsible for entering information in SiteManager. Once the
SiteManager coordinator ends Contract Authority for a user, SiteManager
maintains a record of the dates that the user had Contract Authority, but
the user will no longer have access to the Contract in SiteManager.

¥ Contract Authority
User Identification

| User ID User Hame HQ | Reg | Div Active A~
smcreatr Sitehd anager Creator Yes [
uj I R N N~
tpsange Radriguez. Angel Ma N 1 Iv
tpshrow Brown, Sam Mo N 1 v
tpsclay Clay, Andy Mo M 1 [
tpsdeer Dieer, Davis Mo N v
tpseake Esker, Babby Mo N 1 v
tpsgarn Garnet, Marion Mo N v
tpegray Gray, Robin Yes [ 7
Contract Authority Assignment
Group Description Office-wide Contract Id Contract Description Authority Authority -~
Access Start Date End Dt
pector [T fream ROUTE 8002 WE FROM ¥y OF RTE 213 TO E (B/4/2008 17:00:1|
pector [T fremn ROUTE 8002 WE FROM ¥y OF RTE 213 TO E (B/4/2008 17:00:1|
pector [T leseam ROUTE 476 RESURFACING AND BRIDGE RER10/A/2008 1335
=pector [T lesesn ROUTE 476 RESURFACING AND BRIDGE RER10A 2008 1335
=pectar T [BagaP ROUTE 476 RESURF ACING AND BRIDGE REP.10/1,2008 13:33 |
fspector T [BEEEH ROUTE 476 RESURF ACING AND BRIDGE REP. 10412008 13:33: [10/27/2008 14:49
b
< »

Figure 12-9 Contract Authority Window

The Resident Engineer is to notify the SiteManager Coordinator to
end Contract Authority for all Inspectors and field office personnel
who are no longer responsible for entering information in
SiteManager.
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E ; Exercise 12-9

Main Panel > Contract Administration > Contract Records >

Contract Authority
In the following exercise, you will view the Contract Authority
window.

Login: tpsjone Group: RE Contract: 7777K

1. Double-click the Contract Administration icon.
2. Double-click the Contract Records icon.
3. Double-click the Contract Authority icon.

4. Inthe User Identification list, scroll to and click User ID
tpsalle.

5. When did Contract Authority end for Contract ID 7777K?
10/27/2008

6. Click the Close button.

Creating the Final Change Order

The Resident Engineer should review the remaining items on the Contract.

If an item that requires a fuel or asphalt price adjustment is recorded, but

not paid, then a Progress Estimate should be generated to determine the ~ SiteManager has a

total placed quantities, the Fuel and Asphalt Price adjustment reports Change Order

should be generated to determine the amount of the adjustment, anda_ function called ‘Final

DWR should be created to record the price adjustments. This Estimate ~ Quantity.” This

does not need to be paid. should not be used at
NJDOT.

Based on the review of the remaining items, the Final Overrun/Underrun

Change Order should be created to determine the final quantities of the

remaining items on the Contract. This Change Order should be processed

as a standard Overrun/Underrun Change Order.

The Resident Engineer is to review the remaining items on the
Contract and create an overrun/underrun Change Order as
necessary.
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Ending Contract Time

Once it is determined that Time Charges should stop for the Contract, the
actual date for the Key Date DC 23 Tabulation of Working Days
Complete should be entered and the Tabulation of Work Days Report
should be generated.

The Tabulation of Work Days Report is generated through Crystal
Reports, which is accessible directly through the Crystal Reports Server or
by double-clicking the Reports icon on the SiteManager Main Panel. The
user should then log into Crystal Reports and select the Tabulation of
Work Days Report. When generating the report, the user should select the
Contract ID as the parameter. The Tabulation of Work Days Report can be
viewed online, printed, or exported to PDF.

ﬂ Key Dates

Contract 1D: ELELS

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

Caompletion Date 11/06/08 00/00/00 M Y
DC 123 Final Certification of Compliance 11./05/08 00/00/00 M g

DC 23 T abulation of Working Days Comp.

Final Contract Status Mema Submitted 11./05/08 00/00/00 M N
LE 954 Materials Cert. 11/05/08 00/00/00 M M
Letter of Corrective Work to Contractor 10/16/08 00/00/00 M N
ylars Submizzion 11/08/08 000000 M Ns
Motice of Completion 11/08/08 000000 M Ns

Key Date Type: |DE 23 Tabulation of Warking D'ays E‘L‘

Projected Date: [11/05/03 [ Required to Activate
Actual Date: [10/21/08 i [+ Required to Finalize
Distribution List: [Close Out - North Recipient:

Message Text: |DE 23 T abulation of Working Days iz complete.

Figure 12-10 Key Dates Window

The Resident Engineer is to enter the Key Date when time is
complete for the Contract and then generate the DC 23 Tabulation
of Work Days Report.

A DWR and Diary is to be created for each day of the Contract
starting with the Official Contract Start Date to the DC 23
Tabulation of Working Days actual date.
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Exercise 12-10

Main Panel > Reports

In the following exercise, you will generate the Tabulation of
Working Days Report and enter the actual Key Date.

8.
9.

Login: tpsjone Group: RE Contract: 7777K

Double-click the Key Dates icon.

In the Contract ID list box, scroll to and double-click Contract
ID 7777K.

In the Key Date Type list, click DC 23 Tabulation of
Working Days Comp.

In the Actual Occurrence Date field, type 102108.
Click the Save button.

Click the Close button.

Click the Main Panel folder tab.

Double-click the Reports icon.

Double-click the Tabulation of Work Days Report.

10. How many days were charged as Work Days? _ 50

11. Click the Close button.

12. Click the Close button to return to SiteManager.

Generating a Pre-Final Progress Estimate

The Resident Engineer should generate a Pre-Final Progress Estimate to
ensure that all estimate discrepancies have been resolved. The only
estimate discrepancy that should exist at this point is the Contract Time
discrepancy. If a discrepancy cannot be resolved, the Close Out Engineer
should be contacted.

This estimate should not be paid.

12 Finalizing a Contract
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E Estimate Discrepancies

Contract ID:  |[F777K E stimate Nbr: 0003  Status: |PEND
Description Status By Resolve Resolve
Date Time

Figure 12-11 Estimate Discrepancies Window

The Resident Engineer is to generate a Pre-Final Progress Estimate
and resolve all discrepancies.

aﬁ Exercise 12-11

Main Panel > Contractor Payments > Estimates > Estimate
Discrepancy

In the following exercise, you will verify the Estimate Discrepancy
window.

Login: tpsjone Group: RE Contract: 7777K
1. Click the Contractor Payments folder tab.
2. Double-click the Estimate icon.
3. Double-click the Estimate Discrepancy icon.

4. In the Contract ID list box, scroll to and double-click Contract
ID 7777K.

5. In the Estimate list box, scroll to and double-click Estimate
Number 0003.

6. Are there discrepancies on this estimate? _No

7. Click the Save button.
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8. Click the Close button.

9. Click the Main Panel folder tab.

Entering the Final As-Built Change Order Approved Date

Just prior to generating the Final Estimate, the Resident Engineer should
enter the Final As-built Change Order Approved Critical Date in the
Contracts window. Once the Final As-built Change Order Approved date
is entered, DWR’s can no longer be created. This date should not be
entered until after the As-built Change Order is approved and an estimate
is generated to ensure no discrepancies exist on the Contract.

Description i Location " Payment Dala " Critical Dates Fiimary Persornel * Prime Contractor ~ DBE Commit © [raring Plan

Contract ID: [7777K

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

Checked Out to Field Date 00/00/00 N N
Substantial 'Wark Complete Date 10/07/08 M i
Contractor Bankiuptey Date 00/00/00 N N
Contractar Default Date 00/00/00 N N
Dfficial Contract Start Date 08/07/08 N N
Signed Date 00/00/00 N N
‘work Begin Date 08/07/08 N N
Open to Tralfic Date 00/00/00 M b
Adjusted Completion D ate 11/14/08 N N
Accepted Date 00/00/00 N Y
Assigned ta FieldManager Date 0000400 N N
Contract Archived Date 00/00/00 N N
Final ilt Change Drder

Critical Date Description: ‘Flnal Azbuilt Change Oider Approved

Actual Dccurrence Date: 10/21/08 ¢ [ Required to Activate ¥ Required to Finalize

Distribution List: ‘ Recipient |D: ’7
Message Text: }AII itemns are finalized. DWH's can no longer be created.

Figure 12-12 Contracts Window Critical Date Folder Tab

The Resident Engineer is to enter the Final As-Built Change Order
Approved date once the final Change Order is approved and no
additional DWR’s will be created.
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Exercise 12-12

Main Panel > Contract Administration > Contract Records >
Contracts

In the following exercise, you will enter Final As-Built Change
Order Approved date.

8.
9.

Login: tpsjone Group: RE Contract: 7777K

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

Click the Critical Date folder tab.

In the Critical Date Description list, click Final As-Built
Change Order Approved.

In the Actual Occurrence Date field, type 102108.
Click the Save button.
Click the OK button.

Click the Close button.

10. Click the Main Panel folder tab.

Generating the Final Estimate

The Final Estimate is generated in the Generate Estimate window. Each
Contract can have one and only on Final Estimate. SiteManager will not
allow a Final Estimate with estimate discrepancies to be approved.
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Contract IV 77770 Last Estimate Humber:
Generate Estimate Number:
Date Type
Begin: |10/06/200¢ " Progress

End: |10/21/08

October 2008
S MTWTF §
12 3 4
5 6 7 8 910 11
12 13 14 15 16 17 18
19 20[3 33 23 34 35
36 37 38 20 30 3

|| 3

Figure 12-13 Generate Estimate Window

The Resident Engineer is to generate the Final Estimate in
SiteManager and apply the applicable Contract Adjustments.

¢En

Main Panel > Contractor Payments > Estimates > Generate

Exercise 12-13

Estimate

In the following exercise, you will generate the final estimate.

Login: tpsjone Group: RE Contract: 7777L

1. Click the Contractor Payments icon.

2.
3.

Double-click the Estimate icon.

Double-click the Generate Estimate icon.

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

ID 7777L.
In the End field, type 102108.
Click the Final radio button.

Click the Generate Estimate button.

12 Finalizing a Contract
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8. Click the Yes button.
9. Click the NO button.
10. In the message, click the OK button.

11. Click the Close button.

Approving the Final Estimate

Once the Final Estimate has been generated and reviewed, and the
appropriate Contract Adjustments have been applied to the estimate, the
Final Estimate should be approved in SiteManager.

ﬂ Estimate Approve

Contract ID:  [F777L Estimate Mbr: 0003

Generated By: |tpsi0ne 0On: |1DH2?HDB |12:39:38:421DD Type: |FINL

Reszident Engineer |

RCE/RMM |

Accounting Dperations |

Figure 12-14 Estimate Approval Window

The Resident Engineer is to approve the final estimate, followed by
the Regional CST/Maint. Engineer, and then Accounting
Operations.

The Resident Engineer should approve the final estimate, followed by the
Regional CST/Maint. Engineer, and then Accounting Operations.
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Exercise 12-14

Main Panel > Contractor Payments > Estimates > Estimate
Approval

In the following exercise, you will approve the Final estimate.

10.
11.
12.
13.
14.
15.
16.

17.
18.
19.

Login: tpsjone Group: RE Contract: 7777L

Double-click the Estimate Approval icon.

In the Contract list box, scroll to and double-click Contract 1D
T777L.

Click the Approved check box (ON).

Click the Save button.

Click the Close button.

Click the Ok button.

Click the File Menu and then click the Exit choice.
Double-click the SiteManager icon on your desktop.
Type tpsclay.

Press the Tab key.

Type pass.

Press Enter.

Click the Contractor Payments folder tab.

Click the Estimates folder tab.

Double-click the Estimate Approval icon.

In the Contract list box, scroll to and double-click Contract 1D
T777L.

Click the Approved check box (ON).
Click the Save button.

Click the Close button.

12 Finalizing a Contract

12-31



20.
21.
22,
23.
24,
25.
26.
217.
28.
29.
30.

31.
32.
33.
34.
35.

Click the Ok button.

Click the File Menu and then click the Exit choice.
Double-click the SiteManager icon on your desktop..
Type tpsjohn.

Press the Tab key.

Type pass.

Press Enter.

Click the Contractor Payments folder tab.

Click the Estimates folder tab.

Double-click the Estimate Approval icon.

In the Contract list box, scroll to and double-click Contract 1D
T777L.

Click the Approved check box (ON).
Click the Save button.

Click the NO button.

Click the OK button.

Click the File Menu and then click the Exit choice.
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Review for Section 12

To create a Correspondence Log record with an
attachment:

1.

2.

10.

11.

12.

13.
14,
15.
16.
17.
18.
19.
20.

21.
22.
23.

24,
25.

Double-click the Contract
Administration icon.

Double-click the Contract Records
icon.

Double-click the Correspondence Log
icon.

Click the Services menu, and then click
the Choose Keys choice.

In the Contract ID list box, scroll to and
double-click the desired Contract ID.
In the Correspondence Type drop-
down list, click the expand arrow and
click the desired correspondence type.
In the drop-down list, click the expand
arrow and click Received or Sent.

In the On field, type the date the
correspondence was received or sent.
In the Sent From field, type who sent
the correspondence.

In the Sent To field, type to whom the
correspondence was sent.

In the Document Category drop-down
list, click the expand arrow and click
the desired document category.

In the Major Topics field, type the
major topics.

Click the Save button.

Click the Attachments button.

Click the New OLE button.

Click the Create from File button
Browse to the desired document.

Click the Open button.

Click the OK button.

In the Name field, type the name of the
attachment.

In the Description field, type the
description of the attachment.

In the Attachment Security box, click
the Add All button.

Click the Add button.

Click the Save button.

Click the Close button.

To enter a Critical Date:

1.

8.

Double-click the Contract
Administration icon.

Double-click the Contract Records
icon.

Double-click the Contracts icon.

In the Contract ID list box, scroll to and
double-click the desired Contract ID.
Click the Critical Date folder tab.

In the Critical Date Description list, click the

desired critical date.

In the Actual Occurrence Date field, type the

date.
Click the Save button.

To reduce retainage:

1.

o

Hoo~NoO

Double-click the Contract Administration
icon.

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

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

Click the Payment Data tab.

Click the Retainage Changes area.

Click the New button.

In the Effective Date field, type the date.

In the Pct field, type the desired percentage.
In the Max Pct field, type maximum
percentage.

. Click the Save button.
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To create a Daily Work Report and authorize it on

To enter a Key Date:

aDiary: 1. Double-click the Contract
1. Double-click the Daily Work Reports Administration icon.
icon. 2. Double-click the Contract Records
2. Double-click the Daily Work Reports icon.
icon. 3. Double-click the Key Dates icon.
3. Click the Services menu, and then click 4. Inthe Contract ID list box, scroll to
the Choose Keys choice. and double-click the desired Contract
4. In the Contract ID list box, scroll to and ID.
double-click the desired Contract ID. 5. Inthe Key Date Type list, click the
5. Inthe DWR Date field, type the DWR desired Key Date.
date. 6. Inthe Actual Date field, type the actual
6. Pressthe Tab key. date.
7. Click the Save button. 7. Click the Save button.
8. Click the Contractors folder tab. 8. Click the Close button.
% 82 ;32 C(goorn;rr;?tors folder tab, click the To track the Certification of Completion approvals:
10. Click the New button. An empty row is 1. Double-click the Change Orders icon.
added to the list. 2. Double-click the Change Order
11. In the Contractor drop-down list, click Maintenance icon.
the expand and click the desired 3. Double-click the Tracking icon.
Contractor. 4. Inthe Contract ID list box, scroll to
12. Click the Save button. and double-click the desired Contract
13. Click the Work Items folder tab. ID.
14. Scroll to and click the Work Item. 5. Inthe Change Orders list box, double-
15. Click the Record Work Item button. click the desired CO Nbr.
16. Click the New button. 6. Click the CO Tracking List folder tab.
17. In the Placed Qty field, type the quantity. 7. Click the Close button.
18. In the Contractor drop-down list, click
the expand arrow and click the Contractor. To generate a Crystal Report:
19. In the As Built Qty field, type the 1. Double-click the Reports icon.
quantity. 2. Inthe System field, type snj 187:6400.
20. In the Location field, type the location. 3. Inthe User Name field, type
21. Click the Save button. TSP_Construction.
22. Click the Close button. 4. Inthe Password field, type pave09.
23. Double-click the Diary icon. 5. In the Authentication drop-down list, click
24. In the Inspector list box, click the DWR the expand arrow and click Enterprise.
for the Inspector. 6. Click Folders.
25. Click the Authorized check box (ON). 7. Click the TSP_Construction folder.
26. Click the Save button. 8. Click the desired report.
27. Click the Close button. 9. Enter the required Parameters.
10. Click the OK button.
11. View, Print, or Save the report.
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To export a Crystal Report to PDF format.

No ok

Generate the desired report.
Click the Export this Report button.

In the File Format drop-down list, click the

expand arrow and click Adobe Acrobat
(PDF).

Click the OK button.

Click the Save button.

Save the report in the desired location.
Exit Crystal Reports.

To view the Contract Authority window:

1.

2.

Double-click the Contract
Administration icon.

Double-click the Contract Records
icon.

Double-click the Contract Authority
icon.

In the User Identification list box,
scroll to and click the desired User.
View the Contract Authority
information in the bottom portion of the
window.

Click the Close button.

To generate the Final Estimate:

5
6.
7.
8
9
1

0.

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

In the Contract list box, scroll to and
double-click the desired Contract ID.
In the End field, type the end date.
Click the Final radio button.

Click the Generate Estimate button.
In the message, click the OK button.
In the message, click the OK button.
Click the Close button.

To approve an estimate:
1.

r

©oNo

Double-click the Contractor Payments
icon.

Click the Estimates icon.

Double-click the Estimate Approval
icon.

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

In the Estimate list box, scroll to and
double-click the desired estimate number.
Click the Approved check box (ON).
Click the Save button.

Click the Close button.

Click the Ok button.
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Summary for Section 12

In the following exercise, you review the Contract Finalization Process in
SiteManager. .

10.

11.

12.

Login: tpsjone Group: RE Contract: 8888K
Log into SiteManager as tpsjone.

When creating Correspondence Log records during the Contract Finalization Process,
what should be selected as the Documents Category? Close Out

For Contract 1D 8888K, enter the Substantial Completion Date of 10/09/08.
(Hint: Contracts Window Critical Dates folder tab.)

Reduce the retainage withheld on Contract ID 8888K to 1%. Use 10/22/08 as the
Effective Date.

How would you apply a material adjustment such as a Concrete Rideablity Quality
Adjustment to a Contract in SiteManager?
Create a Change Order to add the item to the Contract and then record the item on a DWR.

Enter the Construction Completion Key Date of 10/24/08 for Contract ID 8888K.

What window can be viewed to verify the status of the Certification of Completion
for the Contract? Change Order Tracking

What Key Date in SiteManager indicates the ending of Contract time?
DC 23 Tabulation of Working Days Comp.

How many discrepancies can you have on the Final Estimate? Zero

Generate the Final Estimate for Contract ID 8888L. Click the Yes button to delete
the existing estimate.

Navigate to the Estimate Summary window. What is the total to be paid to the
Contractor on the Final Estimate? 176,195.50

Navigate to the Main Panel.
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