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Executive Summary

Background

The Caltrans Division of Construction is seeking to implement a materials management system
(MMS) that allows external and internal users to enter material sampling, testing and
certification data into electronic forms specific to a project. (This type of system is also referred
to as a laboratory information management system, or LIMS.) System data is used to track,
monitor and report on materials, laboratories and personnel at the project and program levels.
Of interest to the division is an application that can perform the necessary calculations for
material acceptance and comparison, testing turnaround and payment processing, and that can
generate notices to affected parties. The new system, which will replace a range of paper-based
processes currently in use across Caltrans’ districts, is expected to expedite testing turnaround
and improve tracking, monitoring and reporting.

To inform Caltrans’ selection of a new MMS/LIMS, CTC & Associates conducted a survey of
state departments of transportation (DOTs) expected to have experience with these systems.
Survey results are presented below; documentation from survey participants along with the
results of a limited literature search supplemented survey findings.

Summary of Findings

Online surveys about the use of MMS/LIMS were distributed to two groups of transportation
agencies: those using AASHTOWare Project SiteManager and those using other systems.
Survey results for each group are summarized below.

AASHTOWare Project SiteManager Systems

Seven transportation agencies using SiteManager as an MMS/LIMS—AIlabama, Arkansas,
Colorado, Kentucky, Missouri, New Jersey and New York—responded to the survey.

System Description and Implementation

Six of the DOTSs surveyed (Alabama, Arkansas, Colorado, Kentucky, Missouri and New York)
are currently using the client-based version of SiteManager; New Jersey DOT is the only
agency using the web-based version. All but two of the survey respondents (Arkansas and
Missouri) use the LIMS function in the SiteManager product, and all agencies use SiteManager
in conjunction with another system or tool.

The primary reasons given by respondents for electing to use SiteManager instead of
developing a custom system were product development and technical support. SiteManager,
according to one respondent, is a more stable product that is updated frequently and supported
consistently. Other reasons for choosing the system were the ability to keep records in a central
location, cost, seamless data transfer for agencies already using AASHTOWare products, and
use by other states.

The amount of time and the cost required to implement the system varied by agency, in part
related to whether the agency implemented the system using internal staff or using a vendor.
Most of the state DOTs surveyed have customized SiteManager to address specific agency

needs, primarily applications related to business processes, the user experience and system
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security. These customizations were made by both in-house staff and vendors. The frequency
of system updates and the approximate time to install requested updates also varied by agency.

Respondents provided details on the number of system users and the value of construction
projects completed each year by the agency. The number of internal and external users ranged
from 150 (Alabama) to more than 2,600 (New York). The annual value of completed projects
reported ranged from $400 million (Colorado) to $2 billion (New Jersey and New York).

Application for Smart Devices

Only one agency—New York State DOT—using SiteManager uses an application (app) for
smart devices to gather materials-related information during testing and inspection. The DOT
uses Mobile Inspector by Info Tech, Inc. to capture construction field data for daily work reports.
The app can be used with a smartphone or tablet, and can be used offline.

System Assessment and Future Plans

Flexibility, reliability, consistency and ease of use were among the strengths of SiteManager
that were most commonly reported by respondents. The Arkansas DOT respondent noted that
the collaborative development of both SiteManager and AASHTOWare Project Construction &
Materials enables these systems to accommodate most Federal Highway Administration
(FHWA) and AASHTO requirements. With customizations, the systems become very flexible
and can accommodate most state-specific requirements. The Missouri DOT respondent said
that the setup and administration of the client-based SlteManager are relatively straightforward
and efficient, adding that the system provides excellent speed and control over appearance and
function that make data entry intuitive and efficient in ways that web-based systems cannot.

Challenges with SiteManager reported by participating agencies were aspects of functionality,
particularly in states with areas that have poor or no internet connectivity. System updates and
modifications also provided challenges to some agencies.

Nearly all agencies using SiteManager have plans to transition to another MMS or LIMS. Five
states (Arkansas, Kentucky, Missouri, New Jersey and New York) plan to implement
AASHTOWare Project Construction & Materials. Alabama DOT is developing a web-based
system, CAMMS, that is usable in the office and in the field. Implementation of this new system
is expected by July 1, 2018.

Recommendations for Implementing a New System

Planning—identifying business processes and information needs within the agency—is a key
first step for agencies that are preparing to implement a new MMS/LIMS. Other
recommendations from respondents were related to implementation practices and user training.

Other Materials Management Systems

Nine state DOTs using internally developed MMS/LIMS or customized commercial systems—
Florida, Illinois, Maine, Minnesota, Pennsylvania, Rhode Island, Virginia, Washington and
Wisconsin—responded to the survey.
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System Description and Implementation

Four agencies use a commercial off-the-shelf (COTS) product customized for the agency:

lllinois DOT’s web-based system, iPDWeb by ExeVision, Inc., is currently being
implemented to replace the agency’s mainframe materials database. Implementation is
expected to be complete by 2020.

Minnesota DOT uses LabVantage (LIMS) and Transportation Automated Control
Electronic Project Management (TRACS), a client-based system implemented in the
mid-1990s. LabVantage required customization to meet both user demands and testing
and reporting needs, such as incorporating specifications. Annual maintenance costs
entail labor plus storage and processing costs related to use of an Oracle database.

Electronic Construction and Materials Management System (eCAMMS) in Pennsylvania,
implemented in 2013, supports more than 3,000 internal and external users.
Implementation costs for the system are unknown, however, the initial estimate was
approximately $3 million. The system provides materials management and also
interfaces with the agency’s Engineering and Construction Management System
(ECMS). The agency designs and builds custom apps for tablets that are used to gather
materials-related information during testing and inspection.

Rhode Island DOT'’s client-based system is a combination of Microsoft Access and SQL
Server that is used exclusively for materials management. Implementation of Access
began in the late 1990s; the integration of SQL Server into Access has taken much trial
and error, and is still in development.

Five state DOTs use custom software developed specifically for the agency:
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Florida DOT uses a web-based system, Materials Acceptance and Certification (MAC),
that supports 5,000 internal and external users. The system was implemented in 2015 at
a cost of more than $3.8 million; annual maintenance costs are approximately $170,000.
In addition to materials management, the system interfaces with the agency’s contracts
systems for contract, project and pay item information; its Approved Products List; and
the Construction Training and Qualification Program database.

The Testing Information Management System in Maine is client-based. It was
implemented in 2002 for approximately $200,000; annual maintenance costs are
approximately $100,000.

The Asphalt and Aggregate sections of Virginia DOT use Materials Information Tracking
System (MITS) and Producer Lab Analysis and Information Details (PLAID), a
centralized online database that allows users to submit hot-mix asphalt and central mix
aggregate job mixes and sample results for approval. The Asphalt section system was
implemented in 2013 followed by implementation of the Aggregate section system in
2014. There were no implementation costs; annual maintenance costs are unknown.
The system supports about 1,200 internal and external users.

Washington State DOT’s client-based system, Materials Testing System (MATS), was
implemented in 2005. Cost of implementation was approximately $1.3 million; annual
maintenance costs are approximately $120,000.

Wisconsin DOT uses three materials tracking software programs: Materials Reporting
Software (MRS), Materials Information Tracking (MIT) and Materials Tracking System
(MTS). Information from these programs is sent to the Highway Quality Management



System (HQMS) web site, which updates programs to reflect current specifications and
required test methods. Implementation, which began in 2011, is ongoing.

Five agencies (Florida, Maine, Virginia, Washington and Wisconsin) chose to develop a custom
system rather than use a COTS product because of the lack of a suitable COTS product at the

time their agency’s system was developed. Additional reasons for developing a custom system

were cost, efficiency and use of the agency’s approved vendors.

System Features and Functions

Respondents were asked to indicate which of 16 features were supported by their MMS/LIMS.
Two features—manages specifications and test methods, and produces reporting—were
supported by all of the systems. Other commonly supported features:

e Allows for review of mix designs.

¢ Generates notifications to external users.

¢ Manages review and authorization of samples.
¢ Manages testing workflows.

¢ Generates notifications to internal users.

e Provides access to external users.

The least commonly supported features:

e Certifies technicians.

e Generates invoices.

¢ Manages new product evaluation.

e Monitors instrument calibration and maintenance.

e Processes payments.
Pennsylvania DOT’s eCAMMS and lllinois DOT’s iPDWeb were the more robust of the nine
systems, with Pennsylvania’s system supporting 14 features and lllinois’ system supporting 12

features. Systems supporting the least number of features were Rhode Island DOT’s Microsoft
Access and SQL Server (4) and Maine DOT'’s Testing Information Management System (3).

System Assessment and Future Plans

When asked to identify the strengths of their agency’s MMS/LIMS, most survey respondents
cited efficiency, including the respondent from lllinois DOT who noted that the system currently
being implemented will streamline many processes. Other system strengths reported were user-
friendly systems that are flexible and transparent, and that provide customized reporting and
tracking.

Challenges with these systems generally arose from issues with limited functionality, system
complexity and compatibility issues.

Six of the nine states reporting use of an internally developed system either have plans to

transition to another MMS/LIMS or are considering adopting a new system. Three DOTs
(Minnesota, Virginia and Wisconsin) will migrate to AASHTOWare Project or Project
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Construction & Materials, and one state (Washington) is considering AASHTOWare along with
other software packages. Maine DOT recently selected a vendor to develop a new system.
lllinois DOT is currently transitioning from the agency’s mainframe materials database to
iPDWeb.

Recommendations for Implementing a New System

As with SiteManager users, this group of survey respondents encouraged planning and
research to understand an agency’s business processes and information needs before
implementing a new system. Other recommendations from respondents addressed
implementation practices and user training.

Gaps in Findings

While most survey respondents provided a significant level of detail about their MMS/LIMS,
additional information could be solicited from these or other agencies not participating in the
project’s survey. Follow-up inquiries that target specific areas of interest to Caltrans may lead to
valuable additional information.

Next Steps

Moving forward, Caltrans could consider:

e Reviewing the MMS/LIMS described by survey respondents to identify systems with
attributes of interest to Caltrans. Follow-up discussions with these agencies could
provide more information about the benefits and challenges of these systems.

¢ Contacting agencies preparing to transition to AASHTOWare Project or Project
Construction & Materials (Arkansas, Kentucky, Minnesota, Missouri, New Jersey, New
York, Virginia and Wisconsin) to learn about the decision-making process for choosing
the product.

e Contacting agencies currently considering implementing a new MMS/LIMS (Maine and
Washington) to learn more about the request for proposal process used or the general
approach to evaluating systems.

¢ Reviewing AASHTOWare’s Project Construction & Materials software to identify how it
might meet Caltrans’ needs.

e Investigating other MMS/LIMS commercial products not identified by survey respondents
that might be of interest to Caltrans.
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Detailed Findings

Survey of Practice

The Caltrans Division of Construction is seeking to implement a materials management system
(MMS) that allows external and internal users to enter material sampling, testing and
certification data into electronic forms specific to a project. (This type of system is also referred
to as a laboratory information management system, or LIMS.) System data is used to track,
monitor and report on materials, laboratories and personnel at the project and program levels.
Of interest to the division is an application that can perform the necessary calculations for
material acceptance and comparison, testing turnaround and payment processing, and that can
generate notices to affected parties. The new system, which will replace a range of paper-based
processes currently in use across Caltrans’ districts, is expected to expedite testing turnaround
and improve tracking, monitoring and reporting.

To inform Caltrans’ selection of a new MMS/LIMS, CTC & Associates surveyed other state
departments of transportation (DOTs) expected to have experience with these systems. Online
surveys were distributed to two groups of DOTs: those using AASHTOWare Project
SiteManager and those using other systems. Appendix A provides the questions from both
surveys.
Survey results are presented in two topic areas:

e AASHTOWare Project SiteManager systems.

e Other materials management systems.

Supplementing these survey results are findings from a limited literature search, which are
provided in Related Research and Resources beginning on page 37.

AASHTOWare Project SiteManager Systems

Summary of Survey Results
Seven state DOTs using SiteManager as an MMS/LIMS responded to the survey:

e Alabama. e Missouri.

e Arkansas. e New Jersey.
e Colorado. e New York.

e Kentucky.

Survey results are presented below in the following topic areas:
e System description.
e System implementation.
e Program size.

e Application for smart devices.
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¢ System assessment.
¢ Recommendations for implementing a new system.

o Related resources.

System Description

Six of the DOTSs surveyed (Alabama, Arkansas, Colorado, Kentucky, Missouri and New York)
are currently using the client-based version of SiteManager. New Jersey DOT is the only
agency using the web-based version; the survey respondent reported no concerns using this
version.

All but two of the survey respondents (Arkansas and Missouri) use the LIMS function in the
SiteManager product. All agencies use SiteManager in conjunction with another system or tool.
The table below summarizes survey responses.

AASHTOWare Project SiteManager System Description

Use
State LIMS Use With Another System or Tool
Function

Client- or

Web-Based

Migrating to CAMMS (Construction and Materials
Alabama Yes Management System), a web-based system
developed in-house.

Multiple small Microsoft Access applications
developed in-house (using Open Database
Connectivity (ODBC) connections to interface with
SiteManager):

e Qualified Products List (maintain with an SQL
Server backend): Documents compliance with
construction projects. Most of the materials
documentation is done in SiteManager.

o o Asphalt application (an Excel application

Arkansas No developed in-house): Documents testing of
asphalt volumetric and density properties. Test
results are input into the application, uploaded
to agency network and stored in an SQL
Server backend. Custom interface creates
records in SiteManager to document creation
of asphalt test reports.

e [Lab management software: Tracks materials
tested in agency’s central lab. The custom-built
software does not interface with SiteManager,
but is used in tandem with SiteManager.

Produced by CTC & Associates LLC 8



AASHTOWare Project SiteManager System Description

Use
State LIMS Use With Another System or Tool
Function

Client- or

Web-Based

Trnseport to obtain design quantities after a contract
has been awarded through BAMS/DSS
(AASHTOWare Project’s data warehouse and
decision support system (bid analysis) module).

o Kentucky Qualified Testers and Labs (KQTL)
interface: Schedules and tracks all materials
sampling and testing classes. Tracks qualified lab
information. Passes all data to SiteManager.

Gl Kentucky Yes e KYTAG: Interfaces with agency accounting
software. Creates files from SiteManager
information to upload establishments, contract
modifications (change orders) and pay estimates
to eMARS accounting system.

Colorado Yes

. . Excel to enter, retrieve and analyze data from
Missouri No

SiteManager.
New York Yes AASHTOWare Project suite of products.
Web New Jersey Yes Materials Qualified Products lists (aggregate is

separate).

Reasons for Choosing SiteManager

We asked respondents why their agency elected to use SiteManager instead of developing a
custom system. Product development and technical support were cited by Arkansas DOT and
Kentucky Transportation Cabinet. The Arkansas respondent reported that the agency’s
experience with custom systems “had not been overwhelmingly positive.” Simple systems
developed without the agency’s information technology (IT) staff have been somewhat
successful, but complex systems that require intense programming can quickly become
outdated, and finding technical support to maintain or upgrade these systems is difficult. In
contrast, SiteManager provides the agency with a more stable product that is updated frequently
and supported consistently. The Kentucky respondent noted that support from the Project User
Group community is beneficial.

Additional reasons that respondents’ agencies chose SiteManager over a custom system follow:

e Central location (Alabama): The agency wanted to keep its construction and materials
records in the same system.

e Cost (Colorado): The respondent noted that the cost of developing a stand-alone
product to match the agency’s business practices would be extremely high.
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o Seamless data transfer (Colorado): The agency uses a number of other AASHTOWare
products, so a seamless transfer of data is possible.

e Use by other state DOTs (New Jersey).

System Implementation

We asked respondents for detailed information about the implementation of the agency’s
system, including the amount of time and the cost to implement. Arkansas DOT, which
implemented SiteManager using in-house staff, reported taking less than one year. Three
agencies (Kentucky Transportation Cabinet and Missouri and New York State DOTSs) reported
implementing the system in one to less than two years. Implementation at three agencies
(Alabama, Colorado and New Jersey DOTSs) lasted three years or longer.

Respondents also reported on in-house and consultant costs related to system implementation
and annual maintenance. The table below summarizes survey responses.

System Implementation

Year Implemented

Time to
Implement

Implementation
Cost

Annual Maintenance
Costs

Alabama

After 2003

3 years or more

Unknown

Annual licensing fees
only’

Arkansas

SiteManager: 2003.

Materials Module:
2008.

6 months to less
than 1 year

Staff and training
costs only

License fees, indirect
costs associated

with system
administration and
system/

hardware maintenance

Colorado

July 2014

3 years or more

Approx. $500,000
to consultants plus
internal staff?

Approx. $100,000 for
internal forces and
annual license

Kentucky

SiteManager: 2004.

Materials/LIMS: 2007.

Construction: 1
year to less than 2
years; Materials:
longer.’

Unknown

2018 licensing costs for
SiteManager and LIMS:
$224,000.

Project super site
license (includes
Preconstruction and
CRLMS licensing:
$462,000.

Missouri

2000

1 year to less than
2 years

New
Jersey

Construction: 2007.
Materials: 2011.

3 years or more

Unknown

$1.3 million in
2011

Approx. 3.2% of users
(not including
hardware, licensing,
etc.)

$475,000 (includes
construction and
materials)
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System Implementation

Time to Implementation Annual Maintenance
State Year Implemented
Implement Cost Costs
Phased $7.5 million Annual license fee:
implementation (SiteManager approx. $220,000.
New York | begun April 2007. ; yg::sto 258 UNEIT Construction and PP
Currently 90% to 95% | <Y Materials with Consultant fees:
complete.* LIMS) Unknown.

Since implementing CAMMS, Alabama DOT has not improved or upgraded its system.
Colorado DOT did not track the hours or the costs for internal resources. Training cost is ongoing.

3 Kentucky Transportation Cabinet plans to implement AASHTOWare Project Construction & Materials in the next
few years (see Future Plans, page 16). In that upgrade, the respondent noted that the Materials portion will also
be the critical path.

4 New York State DOT plans to begin a project to implement a web-based application in the near future.

System Customization

Most of the state DOTs surveyed have customized SiteManager to address specific agency
needs, primarily applications related to business processes, the user experience and system
security. These customizations were made by both in-house staff and vendors. Details about
each agency’s customization efforts follow:

¢ Alabama DOT rewrote a significant portion of LIMS to manage the agency’s business
processes. For many years, the agency employed full-time consultants (InfoTech, Inc.)
to lead the process using multiple service units.

e Arkansas DOT developed more than 100 custom test templates. To simplify the user
experience, the agency also customized various data windows in SiteManager to hide
fields or functionalities that weren’t used. This measure has prevented users from
entering data in the wrong field. All customizations were completed by the Systems
Administration Section in the Construction Division. Users can also access Arkansas
DOT’s system through a Citrix portal, a remote desktop application that provides access
to the program. For some users in remote districts, this provides an increase in
performance speed and allows access when not physically connected to the agency’s
network.

e Colorado DOT has created incentive and disincentive programs for hot-mix asphalt and
portland cement concrete pavement, as well as applications for generating reports.
These customizations were completed by the agency’s Office of Information Technology.

o Kentucky Transportation Cabinet has made minimal customizations, all performed by the
vendor (Info Tech). In-house staff has made configuration updates using PowerBuilder
files.

e Missouri DOT modified existing windows to include fields or filters that weren't available.
Some of these modifications provided additional data security or segregated sensitive
information. Internal IT staff performed the coding at the agency’s direction.

¢ New Jersey DOT has customized SiteManager to allow for the production of Crystal
Reports and interface with its Qualified Products List.
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System Updates

Respondents also reported on the frequency of system updates and the approximate time
required to implement requested updates. In Arkansas, the DOT determines how often to install
SiteManager updates, which AASHTOWare releases regularly. The agency also periodically
releases new or revised test templates and updated customizations. These revisions occurred
frequently initially, but are much less frequent now.

Kentucky Transportation Cabinet updates its system whenever new versions of SiteManager
are released. It typically takes the agency about six months to fully install and completely test
new versions before going into production. This process could be faster, depending on available
testing resources and if the update was critical to fix an issue. At New Jersey DOT, requested
updates are implemented quickly. According to the respondent, “They shut down on a Friday
and it’s up [and] running by Monday.” The table below summarizes survey responses.

System Updates

Frequency Time to Implement Update
Alabama Approx. every 6 months Approx. 1 year
SiteManager updates: Major software upgrades: Weeks or
Determined by agency. months.
Arkansas
Test templates/ Test templates/
customizations: As needed. customizations: Hours.

Approx. 1 year, depending on the

Colorado Approx. three times a year complexity of the enhancement

SiteManager updates: Release of | Approx. 6 months for testing through

Kentucky . i
new versions production
Mi . Software updates: Once each Approx. 3 weeks for testing through
issouri ,
year production
New Jersey Approx. every 2 years Two to three days
New York Approx. every 2 years Not provided

Program Size

The table below provides information about the number of users with access to an agency’s
system and the annual value of completed construction projects.

Produced by CTC & Associates LLC 12



Project Delivery and Program Size

Annual

Number of System Users

Actual
Value of
Value of
Completed
c . Completed
onstruction Proiects Internal External
Projects J
Less than -
$500 million Colorado $400 million 100 250
. Approx. $700 million
$500 million | Ajapama to $800 million 150 0
to less than annually’
$1 billion
Missouri $750 million 500 15
Arkansas ('\ggqe?t)*;a” $1 billion 600 112
All users are
Approx. $1.1 billion acsczoi r?t‘;t_i‘gﬁ 5 2::152332: o
. Kentucky (average over past ’ consultant
$1 billion to four fiscal years) TN [PESETER inspectors who
$2 billion changes
are treated as
employees
1,100 internal 1,100 internal
New Jersey $2 billion and external and external
users users
New York $2 billion 2,500+ Approx. 100

1 Alabama DOT currently has 400 active projects worth over $2.2 billion.
2 From 2010 to 2017, Arkansas DOT let, on average, $745 million to contract (minimum: $550 million in

2011; maximum: $1.2 billion in 2016).

Application for Smart Devices

New York State DOT is the only agency participating in this survey that uses an application
(app) for smart devices to gather materials-related information during testing and inspection.
The agency uses Mobile Inspector, offered by Info Tech, which captures construction field data
for daily work reports. The app can be used with a smartphone or tablet, and can be used

offline.

On a scale of 1 to 5 (where 1 = not at all satisfied and 5 = extremely satisfied), the New York
State DOT respondent gave the app a 5 rating for ease of use, a 4 rating for reliability and a 3

rating for flexibility. Overall satisfaction with the app was rated 4.

The respondent also noted an interest in implementing Mobile Materials Inspector, a soon-to-
be-released app from AASHTO.
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Alabama DOT is developing an app to use with its new web-based system (see Future Plans,
page 16) so that the system is usable even without internet access. The agency anticipates
implementing the system by July 1, 2018.

System Assessment

System Strengths

Respondents were asked to describe the strengths of SiteManager as an MMS/LIMS at their
agency. Flexibility, reliability, consistency and ease of use were among the strengths most
commonly reported by respondents.

The Arkansas DOT respondent noted that both SiteManager and AASHTOWare Project
Construction & Materials (SiteManager’s successor), like all AASHTOWare systems, are
collaboratively developed with the input and direction of state DOTs. Out of the box, these
systems can accommodate most Federal Highway Administration (FHWA) and AASHTO
requirements. With customizations, the systems become very flexible and can accommodate
most state-specific requirements. Arkansas DOT has tried to stay actively involved in the
collaborative development process, which has given the agency a voice in how the software is
developed. It has also made use of the software’s customization ability to meet agency needs.
The SiteManager Materials Module has standardized materials testing documentation
statewide. It has also brought a high level of support to the agency’s local resident engineer
offices since the module provides searchable ways for engineers to ensure they are meeting all
of a project’s testing requirements without having to develop a checklist for each project. The
software has also provided a high level of confidence in the reliability and accuracy of agency
materials testing data. The DOT can now query test results and conduct analysis since all the
raw test results are stored in a database.

The Missouri DOT respondent said that setting up SiteManager without the LIMS add-on is
relatively straightforward, and it can be administered efficiently. Because it's a client-based
software, it provides excellent speed and control over appearance and function that make data
entry intuitive and efficient in ways that web-based systems cannot.

The table below summarizes all agency responses.

System Strengths

Strength State Description

Consistency Alabama Provides consistency and reliability.

Ease of use Missouri Provides intuitive data entry.
Colorado Provides uniformity of business processes.
Missouri Provides relatively straightforward setup and

Efficiency efficient administration.

Connects labs, headquarters, regional

New Jer . X .
ew Jersey materials offices, construction and other areas.

With customizations, can accommodate most

Flexibility Arkansas g .
state-specific requirements.
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System Strengths

Strength State Description
Flexibility New York Provides flexibility to model processes and
workflows.
Alabama Provides consistency and reliability.
Reliability A Provides high level of confidence in accuracy of
rkansas . .
materials testing data.
e Tracks project-related tests.
Colorado o
e Oversees current tester qualifications.
. . e Gathers detailed data on all materials
Tracking and reporting samples and tests.
Kentucky  Stores data in the same database as other
construction payment and contract
information, which aids in reporting.

System Challenges

Respondents were also asked to describe any challenges their agency experienced using
SiteManager. Issues with aspects of functionality were most commonly cited, particularly in
states with areas that have poor or no internet connectivity. Inspectors working in these areas of
Arkansas have had to rely on the stand-alone functionality of SiteManager, which can lead to a
higher probability for introducing error in the data since inspectors must ensure their stand-alone
version is kept up-to-date.

System updates and modifications also provided challenges. Because Alabama DOT’s
processes were different from SiteManager, the agency was required to make significant
modifications.

The table below summarizes survey responses.

System Challenges

Type of Challenge State Description

¢ Ineffective service in remote areas with poor or
no internet connectivity.
Arkansas e Higher probability of data entry error.

Functionality e Lack of coordination in LIMS workflows with
central lab.

Ineffective service in remote locations without cell

Colorado ,
service.
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System Challenges

Type of Challenge State Description

¢ Lack of behavior consistency when zooming.
¢ No real geospatial abilities.

Missouri ¢ [nability to natively support segregating sensitive
Functionality information.

e Poor connection between internal or external
linked documents and records.

New Jersey Difficulty fixing poorly entered data.
Performance New York Agency network speeds make SiteManager run
slowly.
Alabama Modifications require a lot of time and effort.

e Pushing software upgrades to all users with the
Kentucky client software.
System updates and

modifications o Customizations can be costly.

¢ |[nitial program required fixes (a slow process).

Missouri e Routine updates often “break” unrelated areas of
the software.

Training users Colorado Training new users.

Future Plans

Nearly all of the state agencies using SiteManager have plans to transition to another MMS or
LIMS. Five states (Arkansas, Kentucky, Missouri, New Jersey and New York) plan to implement
AASHTOWare Project Construction & Materials:

Note: AASHTO developed the Project Construction & Materials software to replace the
“client/server construction, materials and laboratory information management
functionality of existing AASHTOWare Project modules including AASHTOWare Project
SiteManager, AASHTOWare Project FieldManager and AASHTOWare Project
Construction Administration.” See page 40 for more information about the Construction
& Materials product.

¢ Arkansas DOT plans to begin implementation within the next year.

¢ Kentucky Transportation Cabinet has begun transitioning from SiteManager and LIMS to
Project Construction & Materials, and expects this process to take at least 24 months. All
construction and materials data will migrate to one unified database that includes the
agency’s AASHTOWare Project Preconstruction, Civil Rights & Labor, and Estimation
data.
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Missouri DOT is currently working to fully implement the web-based version by this
summer. The agency will use a stepped or limited migration for construction projects and
a complete changeover for materials-related elements of the system. The respondent
noted that this upgrade will be an overall improvement to SiteManager, although “not
perfect by any means.” He added that the Materials portion is very complex and powerful
but lacks the usability SiteManager had as a mature client program.

The New Jersey DOT respondent did not identify a time frame for the agency’s transition
to the new system.

New York State DOT plans to implement the system in the next few years.

Alabama DOT is developing a web-based system, CAMMS, that is usable in the office and in
the field. Implementation of this new system is expected by July 1, 2018. The agency is also
developing an app so that the system is usable without internet access.

Recommendations for Implementing a New System

Several respondents provided recommendations for agencies that are preparing to implement a
new MMS/LIMS. Planning—identifying business processes and information needs within the
agency—is a key first step recommended by nearly all respondents. Below are highlights of
survey responses by topic.

Planning

Define system needs—both input and reporting—and “don't settle for less.” (New York)

Research agency requirements to make sure the system functions as needed or be
willing to change agency business practices. (Alabama)

Evaluate the functionality of off-the-shelf software and in-place processes and policies.
There are limitations with both customizing software to accommodate current policies
and practices and with modifying policies to correspond with the software. Be willing to
modify both to create “a strong marriage” between software and agency policy.
(Arkansas)

Develop a system in-house or find a company that can rewrite or modify its product to
match agency processes. It will cost more upfront, but will save on user training since
the business processes will still be familiar. (Alabama)

Reduce or eliminate customization. Some work should be done internally. Meet with field
personnel often to understand what is actually needed in the system and to reduce the
amount of work required of IT staff. (Colorado)

Keep the system strategy simple. Pare down the information tracked in SiteManager to
only that which is likely to be queried or needed for a business function. “Some business
functions are still better handled on a piece of paper.” (Missouri)

Develop a good scope of work and have a very good understanding of the vendor’s
MMS/LIMS capabilities. (Colorado)

Implementation

Take charge of as many implementation decisions as possible. (New York)
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¢ Implement Project Construction & Materials rather than SiteManager/LIMS. Be prepared
to spend at least a year or more, and devote sufficient resources to set up necessary
reference data in the system. (Kentucky)

Training

e Provide lots of user training. (New Jersey)

Related Resources

Publications and resources about systems and tools used by survey respondents are provided
below.

Arkansas

SiteManager User Guide for Resident Engineer Offices, Release 3.13a, Arkansas State
Highway and Transportation Department, February 2014.

See Attachment A.

This user guide presents essential information for using the SiteManager Construction
Management System, from startup through contract administration, daily work reports, change
orders and the Materials Module.

Colorado

SiteManager Materials (LIMS), Engineering Applications, Colorado Department of
Transportation, undated.
https://www.codot.gov/business/engineeringapplications/project-materials

Details about Colorado DOT’s materials tracking software are provided in three areas: access to
SiteManager Materials (LIMS) for contractors, user training schedules and contacts, and system
documentation.

Related Resource:

AASHTOWare Project SiteManager Training Guide for CDOT: Materials Management
and LIMS, Colorado Department of Transportation, June 2015.
https://www.codot.gov/business/engineeringapplications/assets/sitemanager-training-guide-
for-cdot-materials-management-and-lims-for-samplers-and-testers

From the guide: The student guide is divided into chapters. Each chapter consists of:

e Multiple Topics and Instructor-Led Exercises

¢ Quick Reference

o Review Exercise
Each topic has a short description of the SiteManager function being covered, 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 very explicit and detail the specific
steps and data to be used in performing the action.
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Kentucky

Construction, Division of Construction, Kentucky Transportation Cabinet, undated.
https://transportation.ky.gov/Construction/Pages/default.aspx

This web site provides access to the agency’s SiteManager documents along with new user
login requests and technical support.

Related Resource:

Trnseport SiteManager and LIMS Training Guide for KYTC, Student Edition, Kentucky
Transportation Cabinet, February 2009.
https://transportation.ky.gov/Materials/Documents/LIMS Training Manual Student.pdf

This training guide includes step-by-step instructions and training exercises that address the
main functional areas of the agency’s LIMS, including receiving samples, reviewing and
entering test results, reviewing samples and creating sample records.

Missouri

Quick Reference Guides (QRGs), Category: 101 Standard Forms, Missouri Department of
Transportation, May 2018.

http://epg.modot.mo.gov/index.php?title=Category:101_Standard Forms#Quick Reference Gui
des .28QRGs.29

Scroll down to “Quick Reference Guides (QRGs)” to see a range of SiteManager reference
information.

New York

About AASHTOWare Project, New York State Department of Transportation, undated.
https://www.dot.ny.gov/main/business-center/trns-port/section-index

This web page provides links to various aspects of AASHTOWare Project, including the
SiteManager/LIMS module.

Mobile Inspector, Info Tech, Inc., 2018.
https://www.infotechfl.com/mobile inspector
From the web site:

What it is: An app for construction field data collection available for download for most
mobile devices that facilitates your e-Construction initiatives.

What it does: It provides a simple way for a field inspector to collect data needed for daily
reporting for any size contract.

Why it’s better: It's a focused, intuitive tool that requires no training and can be
implemented quickly. It's the only app that works with the FieldManager software.
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Other Materials Management Systems

Summary of Survey Results

Nine state DOTs using internally developed MMS/LIMS or customized commercial systems
responded to the survey:

e Florida. ¢ Minnesota. ¢ Virginia.
o lllinois. ¢ Pennsylvania. ¢ Washington.
e Maine. ¢ Rhode Island. o Wisconsin.

Survey results about each agency’s MMS are presented below in the following topic areas:
o System description.
e System features.
o System implementation.
e Program size.
e Application for smart devices.
e System assessment.
e Recommendations for implementing a new system.

¢ Related resources.

System Description

Most state DOTs surveyed for this Preliminary Investigation use an MMS/LIMS that is either
based on custom software developed specifically for the agency or is a commercial off-the-shelf
(COTS) product customized for agency use.

Five state DOTs (Florida, lllinois, Pennsylvania, Virginia and Wisconsin) use a web-based
system; four agencies (Maine, Minnesota, Rhode Island and Washington) use a client-based
system.

A brief summary of each agency’s system is provided in the table below. Following the table are
additional details about some of the survey participants’ systems.

Materials Management System/Laboratory Information Management System Description

Client- or Web-
System Type State Based
lllinois iPDWeb (ExeVision, Inc.) Web-based
COTS product :
customized for LabVantage (LIMS) and Transportation
agency use Minnesota Automated Control Electronic Project Client-based
Management (TRACS)
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Materials Management System/Laboratory Information Management System Description

Client- or Web-
System Type Based
COTS product . Electronic Construction and Materials _
custon?ized for FENSETTE Management System (eCAMMS) uiED lEzEee
agency use Rhode Island Microsoft Access and SQL Server Client-based
Florida :\ﬁ/ﬁ%rl)als Acceptance and Certification Web-based
Maine Testing Information Management System | Client-based
Materials Information Tracking System
Virginia (MITS) and Producer Lab Analysis and Web-based
Information Details (PLAID)
Custom - : - :
software Washington Materials Testing System (MATS) Client-based
developed e Materials tracking software programs:
specifically for . )
agency o Materials Reporting Software
(MRS).
o Materials Information Tracking
Wisconsin (MIT). Web-based
o Materials Tracking System (MTS).
o Web site: Highway Quality
Management System (HQMS) (stores
MRS, MIT and MTS data).

lllinois DOT’s iPDWeb system is currently being implemented to replace the agency’s
mainframe materials database. Implementation is expected to be complete by 2020. Several
other agencies plan to transition to AASHTOWare Project in the future, including Minnesota
DOT, which is configuring AASHTOWare Project as a construction and materials software tool,
and Wisconsin DOT (see Future Plans, page 33).

Virginia DOT’s Asphalt and Aggregate sections use MITS/PLAID, a centralized online database
where hot-mix asphalt and central mix aggregate job mixes and sample results are submitted
and approved. Both Virginia DOT and the producer can view these results (the agency through
MITS, the producer through PLAID). MITS allows Virginia DOT staff to approve job mixes, enter
quality assurance (QA) testing data and project information, see contractors’ submitted data,
close out lots and projects, and run lot adjustments and comparison reports. PLAID allows
producers to submit job mixes, sample data, test results and tonnages; view Virginia DOT
testing results; run control charts and a report of all their submitted data; and submit daily
summary sheets to the district materials office.

In Wisconsin, MRS, MIT and MTS are all client-based; Highway Quality Management System
(HQMS) is web-based. All information is sent to the HQMS web site, where selected project
staff can edit some of the data. The agency does not have a software program for laboratory
management.
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Reasons for Developing a Custom System

When asked why their agency chose to develop a custom system rather than use a COTS
product, most respondents (Florida, Maine, Minnesota, Washington and Wisconsin) cited the
lack of a suitable COTS product at the time their agency’s system was developed. The Florida
DOT respondent reported that the agency evaluated several COTS products but all required
more customization programming than developing an enterprise application specifically
designed for the agency’s business processes. While Minnesota DOT'’s system (LabVantage)
was an off-the-shelf LIMS product, it required customization to meet both user demands and
testing and reporting needs, such as incorporating specifications.

Additional reasons that respondents’ agencies chose to develop a custom system follow:

o Use of approved vendors (lllinois): The agency used its request for proposal (RFP)
process to select a vendor (ExeVision).

e Cost (Rhode Island): The DOT evaluated several COTS products that were not cost-
productive and did not meet the lab’s testing needs.

o FEfficiency (Virginia): The agency needed an efficient, comprehensive system that
included elements meeting all of the DOT'’s specifications and saved time by gathering
information in one central location. With MITS/PLAID, the agency can take immediate
action when discrepancies are found between the agency’s and producer’s test results.

Use With Another System or Tool

Most states use their MMS/LIMS in conjunction with another system or tool. Only three states
(Rhode Island, Virginia and Washington) use the MMS/LIMS exclusively for materials
management. The table below summarizes survey responses.

Use With Another System or Tool

State System Description
Interfaces with:
e Contracts systems for contract, project and pay item
information.
Florida MAC .
e Approved Products List.
e Construction Training and Qualification Program
database for qualified personnel.
Mai Testing Information Interfaces with Trnseport and uses an unspecified mobile
aine o , )
Management System application for field data collection.
Minnesota LabVantage and Extracts information from the Oracle database using Access or
TRACS Excel. Information then provided through the agency web site.

Interfaces with Engineering and Construction Management

Pennsylvania eCAMMS System (ECMS).

Used to maintain an external laboratory approval web site and

Wisconsin MRS, MIT, MTS/HQMS an approved laboratory list.
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Florida DOT’s IT policy is to retrieve data from the system of record, not to duplicate the data
within another database. The exception is its Construction Training and Qualification Program
(CTQP) database; the agency receives a nightly copy of CTQP data to speed up the process of
checking samplers’ and testers’ qualifications.

Wisconsin DOT'’s software programs are populated with project data taken from a project
tracking database. Certified testers are taken from a different database. Approved product and
source lists are not maintained within the programs.

System Features

Respondents were asked to indicate which of 16 features were supported by their MMS/LIMS.
Two features—manages specifications and test methods, and produces reporting—were
supported by all of the systems. Pennsylvania DOT’'s e CAMMS and lllinois DOT’s iPDWeb were
the more robust of the nine systems, with Pennsylvania’s system supporting 14 features and
lllinois’ system supporting 12 features. Systems supporting the least number of features were
Rhode Island DOT’s Microsoft Access and SQL Server (4) and Maine DOT’s Testing
Information Management System (3). The table below summarizes survey responses.

Features and Functions Supported by Respondents’ Systems
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Features and Functions Supported by Respondents’ Systems
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Additional System Features and Functions

Several survey respondents provided information about additional features and functions
supported by their agency’s MMS/LIMS, such as associating labs, users, production facilities
and mix designs with companies (Florida); providing automated quality level analysis and pay
adjustments (Maine); and allowing for e-signatures on reporting (Rhode Island).

The table below summarizes information about additional system features and functions
provided by survey respondents.

Additional System Features and Functions

State System Feature/Function
e Tracks qualified laboratories.
e Associates labs, users, production facilities and mix designs
with companies.
Florida MAC e Tracks manufacturers in the Approved Products List (APL).
o Tracks testing for some new APL products (but approval
tracked in APL).
¢ Assigns product-specific targets to products assigned to
non-APL producers (e.g., aggregate products at mines).
Testing o Provides automated quality level analysis/pay adjustments.
Mai Information ¢ Manages the Independent Assurance (IA) program.
aine
Management . T .
¢ Provides automated notification based on measured quality
System
levels.
. LabVantage and | Allows access to custom database queries from externally
ATANEEEE TRACS facing web site.
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Additional System Features and Functions

State System Feature/Function

Microsoft Access . .
Rhode Island and SQL Server Allows for e-signatures on reporting.
e Performs statistical calculations using producers’
o acceptance test results and Virginia DOT’s IA sample test
Virginia MITS/PLAID results based on agency specifications.
e Generates a Quality Management Report.
e Stores aggregate source approval, mix designs, and
. . MRS. MIT. MTS/ materials sampling and testing data.
Wisconsin HQM,S ’ _ ) . _ )
¢ Calculates incentives and disincentives for selected bid
items.

The Wisconsin DOT respondent noted that the agency’s HQMS updates programs to reflect
current specifications and required test methods. Certified testers are imported into the system
from a separate database. Approved product and source lists are maintained outside of the
software. The agency has a web site that explains laboratory requirements (all laboratories must
be approved) and maintains a list of approved laboratories.

System Implementation

We asked respondents to comment on the length of time required to implement their MMS/LIMS
along with costs related to the implementation effort. System implementation at some of the
agencies is ongoing. For example, original development and rollout at Minnesota DOT was
three years or more to meet user needs, and one to two years to force-fit the application. New
procedures and specifications are still being implemented. The integration of Rhode Island
DOT’s SQL Server system into its established Microsoft Access system, which has taken much
trial and error, is still in development. Wisconsin DOT’s programs accommodate materials
sampling and testing reporting. Every year, the agency enhances these programs to collect
additional sampling and testing data that was previously collected in paper format and to
accommodate new sampling and testing specifications and reporting requirements.

Several agencies were unable to provide cost information for system implementation in part
because these systems were developed using internal resources (lllinois, Minnesota, Rhode
Island and Virginia). The cost of implementing lllinois DOT’s IPDWeb system was combined
with the construction documentation and payment system. Minnesota DOT’s LabVantage
system was given to the agency after support was discontinued in the late 1990s. In Virginia, an
IT professional working part time (1/2 full-time equivalent) developed the agency’s system.

Annual maintenance costs were also frequently unknown. The Virginia DOT respondent noted

that most of the system changes have been performed as requests through the IT intake
system. The table below summarizes survey responses.
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System Implementation

. : Annual
Year Time to Implementation Maintenance
Implemented Implement Cost
Costs
Florida MAC October 2015 f’nzf:rs or $3,816,119' $172,424'
. . 2 years to less
lllinois iPDWeb Underway than 3 years Unknown Unknown
Testing
. Information 1 year to less | Approx. Approx.
Al Management | 2092 than 2 years | $200,000 $100,000
System
3 years or Labor plus
more storage and
. LabVantage and . New processing
Minnesota | 15, s Mid-1990s |(o o eg/ | Unknown costs related
specifications: to Oracle
Unknown
Pennsylvania | eCAMMS 2013 9 YERTS @ (T e Unknown
more approx.
$3 million)
Microsoft
) Access:
Microsoft Began in late _
Rhode Island | Access and SQL | 1990s. Ongoing None N/A
Server
SQL Server:
Approx. 2012.
Asphalt
section: 2013.
Virginia MITS/PLAID 2YEES IIEEE | e Unknown
section: 2014.
Washington | MATS 2005 3 years or Approx. Approx.
more $1.3 million $120,000
Wisconsin I\HASI\S/I’SMIT’ e 2011 Ongoing Not provided Not provided

1 Budgeted through a legislative budget request.

System Updates

Six of the state DOTs surveyed perform system updates in-house. Updates are typically the

responsibility of the agency’s IT department (Florida, Minnesota, Rhode Island and

Washington). In Florida, the State Materials Office tracks, manages and prioritizes requests;
Application Systems (within the Office of Information Technology) programs and publishes the
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updates. Minnesota DOT has a centralized IT group (MNIT) that is responsible for system
maintenance and new development, and hosts the system for the agency. Three agencies
(llinois, Pennsylvania and Wisconsin) rely on vendors to conduct system updates.

Frequency of system updates varies considerably. Florida DOT has been updating its system
continually since implementation. Minnesota DOT doesn’t have the ability to update its entire
system, so instead augments and modifies it to fit agency needs.

The table below summarizes survey responses, including the frequency of system updates.

System Updates

Responsibility

for System State Frequency
Updates
Florida MAC Ongoing
Maine &ngrgem?r:{n;;zzm Minor updates weekly
I Minnesota Lelleantage and TRACS As needed
Rhode Island g/lg_\r/c;sroft HeEaEs el el As needed
Virginia MITS/PLAID Every 3 to 4 months
Washington MATS Ongoing
lllinois iPDWeb To be determined
Vendor Pennsylvania eCAMMS Several times per year
Wisconsin MRS, MIT, MTS/HQMS Annually

Challenges With System Updates

Survey respondents reported a range of challenges related to developing and implementing
system updates, including issues with functionality, quality control and system security. Survey
comments are summarized below:

Business process mapping
¢ In Florida, mapping business processes took a long time.

Complexity

o The complexity of Florida DOT’s MAC system continues to be the agency’s biggest
challenge. MAC performs every task related to materials acceptance, and it is all
connected. With a database this complex, reporting is difficult. The agency has devoted
more staff members to creating queries with MAC than it had with LIMS, and these staff
members need a higher level of expertise to create and optimize queries to minimize the
impact on system resources.
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Data transfer

¢ Florida DOT’s IT department created processes and applications to transfer data from its
original LIMS system to MAC. Additional time was given to companies to confirm the
transferred data before production went live for samples.

e The Florida DOT respondent also noted that the agency quickly realized it could not
implement the system in modules because of the interconnectivity of the data. The
agency built and tested each module, but upstream modules (like the production facility
and lab tables) sat in the production environment until the sample life cycle was finished.
As a result, MAC was implemented over more than a year, but it did not become the
official system of record until the sample life cycle was complete and the upstream data
for plants, labs, technicians, products, MAC specifications and test definitions were
complete.

Inflexibility

e According to the Rhode Island DOT respondent, the rigidity of its Microsoft Access and
SQL Server system (which doesn’t suit the workflow of the lab) has hampered
development and led to multiple setbacks.

Project scope

e Scope creep is another challenge, according to the Florida DOT respondent. Hard
guestions need to be asked and answered about system requirements to keep the
project within scope.

Quality control

e The Wisconsin DOT respondent reported a lack of quality control in programming.

Security risks

e Minnesota DOT’s LabVantage and TRACS system cannot be updated, which leaves it
vulnerable to security risks. The agency has virtualized the system and placed it behind
a firewall. Despite those steps, the system does not meet the agency’s current IT
security standards.

Standardization and scheduling

e Standardizing forms and procedures was challenging at Virginia DOT as was
scheduling, although scheduling issues had been anticipated.

Training

e Florida DOT delayed system implementation to provide mass training for all of its end
users (most users attended at least one training session). The State Materials Office
trained 100 trainers who then trained the users. To ensure system resources could
handle the number of users across the state accessing the system and performing the
same functions simultaneously, the agency tracked the training teams and attendance in
each session. Computer-based training courses were created for users who were unable
to participate in the initial training. The DOT also maintains a dedicated training
environment so hands-on training can be provided as needed.
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Program Size

The table below provides information about the number of users with access to an agency’s

system and the annual value of completed construction projects.

Project Delivery and Program Size

Annual : Number of System Users
Approximate
Value of
Completed State VEL Eir
" Completed
Construction : Internal External
. Projects
Projects
Florida MAC $922,368,206' 1,000 4,000
Testing
. Information - .
Less than Maine Management $350 million Approx. 250 | Not provided
$1 billion System
Microsoft
Rhode Island | Access and $300 million 6 20
SQL Server
. . $2.2 billion To be
lllinois iPDWeb (FY2018) 225 determined
$1.1 billion
o . LabVantage .
to $2 billion | Minnesota and TRACS $1.2 billion 50 0
Washington MATS $1.5 billion 250 Not provided
$2.1 billion Pennsylvania | eCAMMS $2.5 billion 900 2,200
to $3 billion | \/irginia MITS/PLAID | $3 billion 308 8782
, . MRS, MIT, . Approx. Several
Other Wisconsin MTS/HQMS Not provided 1.000° hundred®
1 Four-year average. Average number of contracts annually: 155.
2 Total includes 492 central mix aggregate and 386 hot-mix asphalt producer-users.
3 Wisconsin DOT employees and consultants.
4 All contractors.

Application for Smart Devices

Only one agency participating in this survey—Pennsylvania DOT—uses applications (apps) for
smart devices to gather materials-related information during testing and inspection. (Note:
Earlier in the survey, Maine DOT mentioned that the agency uses a mobile application for field
data collection that interfaces with Trnseport, but the respondent did not provide further details
about the app.) Virginia DOT uses AirWatch, an app that allows access to email and the
agency’s timesheet system.

Custom apps designed and built for Pennsylvania DOT can be used with a tablet and can be
used offline. When asked to rate the agency’s level of satisfaction with the app (using a rating
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scale of 1 = not at all satisfied to 5 = extremely satisfied), the respondent gave the app a 4
rating for ease of use, reliability and overall agency satisfaction, and a 3 rating (satisfied) for

flexibility.

While Florida DOT has not developed an app for its system, the agency originally requested a
fat client as part of the project scope. (A fat client is a networked computer with many locally
installed programs or resources that allow the computer to perform many functions without
connecting to a network server.) But the challenges associated with keeping 4,000 external
users up to date were too great. Instead, the agency emphasizes internet connectivity because
most of the state has good coverage, and the few isolated locations where coverage is minimal
can be overcome by connectivity solutions that are less costly. Florida DOT’s IT department
supports the web browser Internet Explorer 11, but the MAC system was not specifically
designed for that platform. It works with most browsers and Android or Apple products. Some
Apple product users have reported not being able to access the application, but in those cases,
the issue is usually specific to the device’s settings and is often addressed by the user’s IT

department.

System Assessment

System Strengths

Respondents were asked to describe the strengths of their agency’s MMS/LIMS. Efficiency was
most commonly cited by survey respondents, including the respondent from lllinois DOT who
noted that while the agency is currently implementing its MMS (expected completion by 2020),
the DOT is optimistic that the new system will streamline many processes. Other strengths
reported include user-friendly systems that are flexible and transparent, and that provide
customized reporting and tracking. The table below summarizes survey responses.

System Strengths

Strength State System Description
. . LabVantage and ]
Cost savings Minnesota TRACS Offers low-cost operation.
Testing
Mai Information Produces numerous decision/workflow management
aine
Management reports.
Customized System
tracking and : Tracks materials samples from the field through testing
reporting Washington | MATS and reporting.
. . MRS. MIT ¢ Meets agency’s materials reporting requirements.
Wisconsin MTS/HQI\/iS _ _ o _
o Calculates incentives/disincentives.
e Allows business users to manage the day-to-day
Ease of use Florida MAC functions of business processes, leaving IT staff to

focus on system resources and coding (such as
updates for fixes and enhancements).
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System Strengths

Strength State System Description
e Allows business users to update test definitions and
checklists used for inspections and evaluations. Only
a few specification-related items are hard-coded into
. a program and require a programmer
Florida MAC
o Allows State Materials Office users with materials
technical expertise to create and update MAC
Ease of use specification entries without a programmer’s
assistance.
Rhode Microsoft Access and . . .
Island sQL Server Microsoft Access: Is user-friendly.
Virginia MITS/PLAID Prowdeg agency and e).<ternal users with current
information through online access.
lllinois iPDWeb Expects new system to streamline many processes.
) ) e Works with agency’s complex QA program.
Mai Testing Information ) o
aine Management System | ® Completes system changes and data queries within
hours.
¢ Analyze materials quality.
¢ Evaluates specific changes in production data.
Efficiency o Evaluates the health of the asphalt program.
e Monitors specification compliance.
Virginia MITS/PLAID ¢ Monitors acceptance testing results for producers and
the agency.
¢ Notifies users when a lab test failure or problem with
a production process occurs.
o Makes processes consistent, eliminates paperwork
and stores information in one location.
A R q R
Florida MAC Qses the MAC specifications’ concept to drive sample
life cycle.
Flexibility : - : —
Rhode Microsoft Access and | Microsoft Access: Is easily modified to meet agency’s
Island SQL Server changing needs.
Securit Rhode Microsoft Access and | SQL Server: Provides more data security and an e-
y Island SQL Server signature workflow.
. : LabVantage and . .
Training Minnesota TRACS Provides training for all staff.
Transparency | Virginia MITS/PLAID Offers transpargncy in testing and converts data into
usable information.

1

MAC specifications are electronic replicates of Florida DOT'’s specifications for material method of acceptance
and can change every six months.
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Challenges

Respondents were also asked to describe any challenges with their agency’s MMS/LIMS. Most
of the respondents cited examples of limited functionality along with system complexity and
compatibility issues. The table below summarizes survey responses.

Note: Because Minnesota DOT is currently configuring AASHTOWare Project as a
construction and materials software tool, the respondent directed his comments to that
software. The respondent noted that configuration of the software to fit business
practices for both laboratory operations and construction will take a couple of years. The
respondent also noted other issues that have or will impact implementation:

¢ |Initially, agency processes weren’t documented well enough to move directly into

development.

¢ Integration with construction is difficult since all acceptance practices need to be
characterized, including visual review, certificate of compliance and mill

certificates.

e The agency uses a certified plant process independent of the construction
project, and this program approach becomes more difficult with AASHTOWare
since it is more project-based for materials sampling and testing.

e Some gaps in communication occurred between the agency and the vendor

(InfoTech).

System Challenges

Type of
Challenge

Description

System is “stove-piped” and differs from the

Gampzlallliey | Esliligier HRvE project administration system.
¢ Complex database that tracks and connects to
all data.

Complexity Florida MAC e Reporting issues: Staff has to relearn the table
structure of a new database to connect related
data in a query.

¢ Not web-based.
Testin e Lab quality aspects, such as equipment

Limited Inform?ation calibration, not supported.

functionality SN Management | ¢ Reports must be emailed.

System

Unable to lock records; insufficient audit trail.

Supported by one employee with no backup.
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System Challenges

Type of ..
Challenge System Description
. e Microsoft Access: Overall functionality is
Microsoft limited.
Rhode Island | Access and
SQL Server | ® SQL Server: Rigid; doesn’t always meet lab
technicians’ needs.
Limited . . .
functionality o Not wep—based, with various assigned
permission levels.
Wisconsin MR AU ¢ Software enhancements often required on more
MTS/HQMS o
than one program, resulting in higher costs.
o Many related lists maintained externally.
Maintenance Virginia MITS/PLAID | Program requires constant maintenance.
. LabVantage | Migrating to a new system will require a great deal
Training Minnesota and TRACS | of training.
Virginia MITS/PLAID | Training new users.

Future Plans

Six of the nine states reporting use of an internally developed system either have plans to
transition to another MMS/LIMS or are considering adopting a new system:

e Three DOTs (Minnesota, Virginia and Wisconsin) will migrate to AASHTOWare Project
or Project Construction & Materials and one state (Washington) is considering
AASHTOWare along with other software packages:

o Minnesota DOT is currently configuring AASHTOWare Project as a construction
and materials software tool.

o Virginia DOT will transition to AASHTOWare Project Construction & Materials
module, and will develop an interface for the module to MITS/PLAID.

o Washington State DOT is considering AASHTOWare and other software
packages for its contract and testing needs.

o Wisconsin DOT will also migrate to AASHTOWare Project Construction &
Materials, along with several other AASHTOWare project tracking programs.

¢ lllinois DOT is currently transitioning from the agency’s mainframe materials database to
iPDWeb. Gap analysis is underway, and customization, testing and delivery are
expected to be complete by January 2020.

e Maine DOT recently received five vendor proposals through an RFP bidding process.
Although the agency was unable to secure a contract with the vendor that it initially
selected (the vendor was unable to commit to all that was promised in the proposal), two
vendors from the original group of five provided additional product demonstrations, and
Maine DOT selected one of these vendors.
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Recommendations for Implementing a New System

Several respondents provided recommendations for agencies that are preparing to implement a
new MMS/LIMS. As with SiteManager users, these respondents encouraged planning and
research to understand an agency’s business processes and information needs. Below are
highlights of survey responses by topic.

Planning

Define business processes and system needs, and let IT design the solutions. Whether
purchasing an off-the-shelf product or custom programming, map and optimize business
processes so the system can follow the processes (instead of needing to update the
processes to match the system). With off-the-shelf products, mapped business
requirements will identify gaps that may need custom programming; with custom
programming, mapped business requirements can help set the project scope. (Florida,
Virginia)

Understand current workflows and identify desired improvements. Think about what
information various users (project engineers, lab supervisors, quality managers) need to
do their job. Focus less on features and functions and more on information needs (who
needs what information when, who should capture what information, who should be
notified). (Maine)

Consider the current workflow and needs of the laboratory, but remember that contracts
can have special provisions that require on-the-fly changes to testing or reporting.
(Rhode Island)

Provide very detailed requirements in an RFP. (lllinois)

Thoroughly research and consider compatibility and costs of COTS products with other
systems. Modifications can get expensive quickly. (Pennsylvania)

Consider using COTS software systems that can incorporate more business needs and
can be utilized by contractors and other outside agencies. (Washington)

Budget sufficient resources to be able to finish the system. (Virginia)

Ensure updates can be accommodated easily.(Virginia)

Implementation

Account for data validation in the implementation when transferring or creating data from
scratch, especially for upstream data that will be used in the sample life cycle. (Florida)

Training

Plan time after development and before implementation to provide training and develop
training documents. Develop a draft set of step-by-step instructions for the initial training;
follow up with formal documents when the implementation is complete. (Florida,
Minnesota)

Develop web-based, app-oriented, smart-device-oriented employees. (Minnesota)

Provide redundancy so staff members who replace employees can understand and
maintain the system. (Virginia)
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Related Resources

Information about in-house systems and other tools used by respondents is provided below.

Florida

MAC Training, Materials Acceptance and Certification Development, State Materials Office,
Florida Department of Transportation, undated.
http://www.fdot.gov/materials/mac/training/index.shtm

Training documentation for MAC users is available at this web site, including materials life-cycle
information, sample finalization guide checklists, mix designs and contractor quality control plan
guidelines.

Note: Florida DOT’s Office of Information Technology (OIT) maintains the agency’s system
documentation. For information, contact Ellik Hawkins, OIT MAC maintenance team
manager, elik.hawkins@dot.state.fl.us.

Related Resource:

Materials Acceptance and Certification Development, Florida Department of
Transportation, 2018.

http://www.fdot.gov/materials/mac/

From the web site: The Laboratory Information Management [System] (LIMS) was the
previous business application that supported the quality of materials and workmanship for all
construction projects through materials sampling, testing and acceptance. While LIMS was
mission critical to the Department for over a decade, it was no longer viable from a
technology perspective and will have no vendor support after 2015. The Materials
Acceptance and Certification (MAC) system is the enterprise application that replaced the
current LIMS application.

lllinois

Project Development Solutions, ExeVision, Inc., 2017.

https://www.ipdsoftware.com/about

This vendor web site provides information about the iPDWeb (integrated Project Development)
product. Several fact sheets offer details about the vendor’s web applications, including
preconstruction, estimates, construction and materials.

Pennsylvania

Electronic Construction and Materials Management System (eCAMMS), Pennsylvania
Department of Transportation, October 2015.
https://www.nascio.org/portals/0/awards/nominations2016/2016/2016PA2-
PA%20G0ov%20t0%20Business%20-%20PennDOT%20e CAMMS %202016%20-%20FINAL.pdf
From the introduction: Previously, PennDOT had an aging, legacy materials lab system that
offered only basic functionality and technical capabilities, was not scalable, and had limited
remote access. PennDOT envisioned a replacement application to provide secure online access
for business partners, public transparency for suppliers and approved materials, expanded
automation and greater efficiency.

To achieve these goals, PennDOT developed eCAMMS, the Electronic Construction and
Materials Management System. eCAMMS is a web-based, business partner-accessible and
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publicly searchable system that allows users to track PennDOT’s decision on the test results,
calculate test results, and report on over 17,000 samples every year. Previously, suppliers
submitted test data on paper, which was then entered into the legacy system by PennDOT
employees [who] waited to receive their test results by mail. Suppliers can now enter the data
online and can quickly access their test results electronically. In addition, eCAMMS includes
customizable automated workflows to support the materials review and approval process.
PennDOT personnel can also view concrete and bituminous material test information online
instead of traveling to the producer locations to review test results. Construction project
contractors and the public use the search features available in eCAMMS over 5,000 times each
week to find information about products and suppliers approved by PennDOT.

eCAMMS is a highly configurable .NET system that enables PennDOT users to add, modify or
delete tests quickly and easily in a matter of minutes. Previously, IT personnel would have to
spend days or weeks to make changes to the mainframe system because all test parameters
were written in COBOL. This means faster processing, quicker testing and continuous
communication with suppliers.

Virginia

Managing and Protecting Mobile Email With AirWatch, White Paper, AirWatch LLC, May
2012.

https://www.air-watch.com/downloads/resources/mem-whitepaper.pdf

From the white paper: AirWatch MDM provides email security for mobile devices managed by
AirWatch, and this solution is a good way to protect your corporate email infrastructure.
AirWatch MDM offers all the basic security features provided by the email provider, as well as
additional management options through over the air email profile provisioning.
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Related Research and Resources

Below are publications and other resources related to MMS/LIMS from a limited literature
search for this Preliminary Investigation. These resources are organized into three categories:

o National guidance.
e State practices.

e Vendor products.

National Guidance

Research in Progress: Guidebook for Data and Information Systems for Transportation
Asset Management, National Cooperative Highway Research Program, start date: June 2018;
expected completion date: unknown.

Project description at https://rip.trb.org/Results ?txtKeywords=08-115#/View/1467319

From the project description: The objective of this research is to develop a guidebook
presenting principles, organizational strategies, governance mechanisms and practical
examples for improving management of the processes for collecting data, developing useful
information and providing that information for decision making about management of the
transportation system assets.

NCHRP Report 838: Guidelines for Optimizing the Risk and Cost of Materials QA
Programs, Hill International Inc., University of Colorado, Diversified Engineering Services Inc.,
D’Angelo Consulting LLC, Heritage Research Group and Jo Sias Daniel, 2017.

Report available at http://www.trb.org/Main/Blurbs/175209.aspx

From the abstract:

The objective of this research was to develop a methodology for establishing a materials QA
[quality assurance] program that optimizes risk and cost by providing appropriate types,
levels, and frequencies of agency testing and inspection for transportation projects across
their full range of type, size, complexity and project-delivery method.

From page 48 of the report (page 56 of the PDF):

With regard to materials management systems, several agencies have, or are moving
towards, custom-built or modified off-the-shelf tools. As the goal of the model is not to
replace the steps and procedures that DOTs normally would follow in developing a materials
QA plan for a given project, but to enhance or optimize these processes, the optimization
model must have the flexibility needed to ensure compatibility with the variety of different
materials management systems in use.

Page 76 of the report (page 84 of the PDF) provides survey responses to the following question:

Please select any materials management and tracking systems used in your agency for
statewide materials management and for defining project materials QA requirements.
(Please check all that apply.)

Details of agency practices appear in Appendix E: State Interview Summary (page 105 of the
report; page 113 of the PDF).
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State Practices

The FHWA publications below describe various states’ e-Construction practices and the
systems used to support them. Results of a 2011 Research Advisory Committee (RAC) survey
describe agency use of a LIMS, and two publications describe Maryland DOT’s MMS.

Multiple States

e-Construction Peer-to-Peer Exchange: Summary Report, Missouri Department of
Transportation and Colorado Department of Transportation, April 2016.
https://www.fhwa.dot.gov/construction/econstruction/peer_exchange/mo_co.pdf

From the introduction: The focus of the peer exchange is e-Construction, which is defined as
paperless construction administration delivery processes that include electronic submission of
all construction documentation by all stakeholders, electronic document routing/approvals (e-
signatures and digital signatures), and digital management of all construction documentation in
a secure environment that allows distribution to all authorized project stakeholders through
mobile devices.

e-Construction Lead State Profiles, Federal Highway Administration, undated.
https://www.fhwa.dot.gov/construction/econstruction/leadprofiles.pdf
From the introduction:

This document is intended to provide a brief high-level snapshot of e-Construction practices
for 13 lead states. This document is designed to assist exploring states and others
interested in implementing e-Construction tools.

Each lead state profile lists the software used by the 13 agencies, including LIMS.

Laboratory Information Management System (LIMS), AASHTO RAC Member Survey
Results, January 2011.

https://research.transportation.org/rac-survey-detail/?survey id=15#

From the survey detail/results:

This survey was conducted in January 2011. Pennsylvania Department of Transportation
(PennDOT) was investigating the possibility of rewriting or procuring a new Laboratory
Information Management System (LIMS) for their Materials Testing Laboratory. The purpose
of this survey was to discover what other state DOTs have done in this area.

Survey results are available from the web site and include these highlights:

AASHTOWare SiteManager
¢ Arkansas DOT was implementing SiteManager to replace an in-house system.
e Mississippi DOT used a heavily modified version of SiteManager.

o Missouri DOT used SiteManager. The agency tested SiteManager LIMS and decided
not to use the system.

e New Jersey DOT was preparing to implement SiteManager Materials with LIMS.

e New York State DOT used SiteManager LIMS and an in-house-developed LIMS. The
agency planned to transition to sole use of SiteManager LIMS.
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e Texas DOT used an internally developed add-on to SiteManager’s Construction
Management tool with an internally developed LIMS for the agency’s testing
laboratory.

Custom systems

¢ |owa DOT was beta-testing a web-based LIMS developed in-house. The respondent
offered to share the in-house system after implementing it in a production
environment.

e Maine DOT developed its Testing Information Management System to use a
Microsoft-based Access frontend and Oracle backend tables.

¢ Minnesota DOT used a customized version of a commercial product purchased in
the 1990s.

Maryland

Utilizing Automatic Identification Tracking Systems to Compile Operational Field and
Structure Data, A.M. Amde, T. Saad, F. Majekodunmi and J. Villatoro, Maryland State Highway
Administration, May 2014.

http://www.roads.maryland.gov/OPR Research/MD-14 SP209B4G _Utilizing-Auto-ID-Tracking-
Systems-to-Compile-OFS-Data_Final-Report.pdf

From the abstract. The Maryland State Highway Administration’s (SHA) Office of Materials
Technology (OMT) ensures that the quality of materials used on Maryland’s roadway system
are properly designed, produced, and built to the approved codes and standards. The Materials
Quality divisions of OMT are structured into the Asphalt Technology, Concrete Technology,
Soils and Aggregate Technology, and Structural Materials and Pavement Markings divisions.
Each division is responsible for the quality assurance/control testing, evaluation, and clearance
of the materials used in transportation facility construction. From the time the materials are
sampled in the field, the management of these materials relies on a series of intensive human
processes involving sample collection and delivery, written reports and log books to record
materials’ laboratory test results and track logistical information. As the materials travel
throughout the six different laboratories, material information is manually recorded into a
localized network database and the Material Management System (MMS) separately. The
current amount of human involvement necessary in the generation of sample reports and
manual data entry process can be streamlined with the integration of Automatic Identification
Technology (AIT). This study investigates past implementations of AIT into civil engineering and
construction applications to detail necessary modifications to OMT’s existing material clearance
and MMS processes; as well as AIT system hardware recommendations, software development
and integration considerations, estimated investment costs, and estimated return on investment.

Related Resource:

Materials Management System (MMS) User’s Guide, Version 1.1, State Highway
Administration, State of Maryland, June 2018.
https://www.roads.maryland.gov/OMT/MMSGuide.pdf

This user’s guide provides screenshots and step-by-step instructions for use of the agency’s
MMS.
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Vendor Products

AASHTOWare Project Construction & Materials, AASHTO, undated.
https://www.aashtoware.org/products/project/project-modules/

From the web site: AASHTOWare Project Construction & Materials covers the construction and
materials management process, including laboratory information management functionality. It is
a powerful application spanning all levels of construction and materials enabling personnel to
progress a contract and its supporting documentation from award through finalization.
AASHTOWare Project Construction & Materials allows an organization to manage all aspects of
a construction project through daily work reports, diaries, stormwater compliance inspections,
contract change orders, force accounts, contractor evaluations, design evaluations, plan
discrepancies, meeting records, document submission and review, stockpiles and contractor
payments. AASHTOWare Project Construction & Materials provides the ability to track
materials, approve materials for source and facilities, qualifications (for testers, samplers,
calibrators, welders and laboratories), track test equipment and calibrate equipment, withhold
payment for insufficient materials, approve mix designs for their design and use on a
construction contract. AASHTOWare Project Construction & Materials features a laboratory
information management component [that] allows an organization the ability to manage and
track progress through each critical step of the material sample life cycle.
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Contacts

CTC contacted the individuals below to gather information for this investigation.

States Using AASHTOWare Project SiteManager Systems

Alabama

Skip Powe

State Construction Engineer

Alabama Department of Transportation
334-242-6209, powes@dot.state.al.us

Arkansas

Jamey Wilhite

System Administrator, Construction Division,
Arkansas Department of Transportation
501-569-2109, lester.wilhite@ardot.gov

Colorado

Jay Goldbaum

Pavement Design Program Manager,
Materials & Geotechnical Branch

Colorado Department of Transportation

303-398-6561, jay.goldbaum@state.co.us

Kentucky

Matt Looney

Technical Support Branch Manager,
Construction Division

Kentucky Transportation Cabinet

502-782-5151, matt.looney@ky.gov
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Missouri

Mike Meyerhoff

Field Materials Engineer, Construction and
Materials Division

Missouri Department of Transportation

573-522-5047,

michael.meyerhoff@modot.mo.gov

New Jersey

Paul Hanczaryk

Principal Geologist, Bureau of Materials
New Jersey Department of Transportation
609-530-2307, paul.hanczaryk@dot.nj.gov

Dave Simicevic
Senior Engineer, Bureau of Materials
New Jersey Department of Transportation

New York

Daryl Bushika

SiteManager Project, Office of Technical
Services

New York State Department of Transportation

518-457-4792, daryl.bushika@dot.ny.gov
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States Using Other Materials Management Systems

Florida

Susan Musselman

Materials Acceptance and Certification (MAC)
System Manager, State Materials Office

Florida Department of Transportation

352-955-6669,

susan.musselman@dot.state.fl.us

lllinois

Brian Pfeifer

Materials Engineer

lllinois Department of Transportation
217-782-7202, brian.pfeifer@illinois.gov

Maine

Rick Bradbury

Director, Materials Testing

Maine Department of Transportation
207-624-3482, richard.bradbury@maine.gov

Minnesota

Jim Kochsiek

Materials Engineer, Engineering Services
Minnesota Department of Transportation
651-366-5534, jim.kochsiek@state.mn.us

Pennsylvania

Joseph Robinson

Chief Materials Engineer

Pennsylvania Department of Transportation
717-705-3841, josrobinso@pa.gov
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Rhode Island

Joseph Day

Programmer Analyst, Materials

Rhode Island Department of Transportation
401-222-2524, ext. 4121,
joseph.day@dot.ri.gov

Virginia

William Bailey

Assistant State Materials Engineer,
Materials Division

Virginia Department of Transportation
804-328-3106, bill.bailey@vdot.virginia.gov

Washington

Kurt Williams

State Materials Engineer

Washington State Department of
Transportation

360-709-5410, willikr@wsdot.wa.gov

Wisconsin

Deb Bischoff

Division of Transportation System
Development

Wisconsin Department of Transportation

608-246-3855, deb.bischoff@dot.wi.gov

42


mailto:susan.musselman@dot.state.fl.us
mailto:joseph.day@dot.ri.gov
mailto:brian.pfeifer@illinois.gov
mailto:bill.bailey@vdot.virginia.gov
mailto:richard.bradbury@maine.gov
mailto:willikr@wsdot.wa.gov
mailto:jim.kochsiek@state.mn.us
mailto:josrobinso@pa.gov
mailto:deb.bischoff@dot.wi.gov

Appendix A: Survey Questions

To gather information about state department of transportation (DOT) use of a materials
management system (MMS) or laboratory information management system (LIMS), two surveys
were distributed based on the type of system used by each state DOT:

o States using AASHTOWare Project SiteManager systems.

e States using other materials management systems.

Survey questions for each of the surveys follow.

States Using AASHTOWare Project SiteManager Systems

System Description

1. Is your agency using the web- or client-based version of AASHTOWare Project
SiteManager?

2. For web-based users: Have you identified any concerns associated with the web-based
version of SiteManager?

Are you using the LIMS in the SiteManager product?
Why did your agency elect to use SiteManager rather than developing a custom system?

Does your agency use SiteManager in conjunction with another system or tool?

o g kW

If available, please provide links to documentation related to your agency’s use of
SiteManager. Send any files not available online to chris.kline@ctcandassociates.com.

System Implementation, Costs and Update

1. When did your agency implement SiteManager as its MMS/LIMS?
2. How long did it take to implement the system?
e Less than 6 months.
e 6 months to less than 1 year.
e 1 yeartoless than 2 years.
o 2 years to less than 3 years.
e 3 years or more.
e Other (please describe).
3. What was the total cost to implement the system?
What are the ongoing annual maintenance costs for the system?

5. Has your agency customized SiteManager to address specific agency needs? If yes, please
describe the customization and who was responsible for it.

How frequently are updates made to the system?

How long does it take for a requested update to be implemented?
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Project Delivery Program Size

1. Please indicate the number of users with access to your agency’s MMS/LIMS.
e Internal users.
o External users.
2. Wha’t) is the approximate dollar value of construction projects your agency completes in a
year?

Application for Smart Devices

Does your agency use an application (app) for smart devices to gather materials-related
information during testing and inspection? If yes, please respond to the following questions:

1. Please name and describe the app(s) your agency uses.
2. What type of device is used with the app(s)? Select all that apply.
e Smartphone.
e Smartwatch.
e Tablet.
e Other (please describe).
Can the app(s) be used offline?

Please indicate your agency’s level of satisfaction with each system characteristic listed
below using the rating scale of 1 = not at all satisfied to 5 = extremely satisfied.

e Ease of use.
o Flexibility.
o Reliability.

e Overall agency satisfaction with the app.

System Assessment

1. Please describe the strengths of SiteManager when used as your agency’s MMS/LIMS.
2. Please describe any challenges your agency has experienced using SiteManager.

3. Does your agency have any plans to transition to another MMS/LIMS? If yes, please
describe these plans.

Wrap-Up

1. What recommendations do you have for an agency preparing to implement a new
MMS/LIMS?

2. Please use this space to provide any comments or additional information about your
previous responses.
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States Using Other Materials Management Systems

System Description

1. What is the name of your agency’s MMS or LIMS?
2. Please describe your agency’s MMS/LIMS.
o Customized software developed specifically for our agency.
e Commercial off-the-shelf (COTS) product.
e COTS product customized for agency use.
e Other (please describe).

3. For custom system users: Why did your agency elect to develop a custom system rather
than use an off-the-shelf version of a commercial product?

Is the system web- or client-based?

Does your agency use its MMS/LIMS in conjunction with another system or tool? If yes,
please describe the other system or tool and the interface with your MMS/LIMS.

6. If available, please provide links to documentation related to your agency’s MMS/LIMS.
Send any files not available online to chris.kline@ctcandassociates.com.

System Features

1. What features and functions are supported by your agency’s MMS/LIMS (even if your
agency is not currently using them)? Select all that apply.

e Allows for exception tracking.

¢ Allows for review and management of producers.
¢ Allows for review and management of suppliers.
o Allows for review of mix designs.

o Certifies technicians.

e Generates invoices.

e Generates notifications to external users.

e Generates notifications to internal users.

¢ Manages new product evaluation.

e Manages review and authorization of samples.

¢ Manages specifications and test methods.

e Manages testing workflows.

¢ Monitors instrument calibration and maintenance.
e Processes payments.

e Produces reporting.

e Provides access to external users.

2. Please describe other features and functions supported by your agency’s MMS/LIMS that do

not appear in the list above.
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System Implementation, Costs and Update
1. When did your agency implement its MMS/LIMS?
2. How long did it take to implement the system?

e Less than 6 months.

e 6 months to less than 1 year.

o 1 yearto less than 2 years.

o 2 years to less than 3 years.

e 3 years or more.

e Other (please describe).
What was the total cost to implement the system?
What are the ongoing annual maintenance costs for the system?
How often does your agency update the system?

Who is responsible for system updates?

N o o s ow

Has your agency experienced any challenges when developing and implementing system
updates? If yes, please describe these challenges.

Project Delivery Program Size

1. Please indicate the number of users with access to your agency’s MMS/LIMS.
¢ Internal users.
e External users.
2. Wha’t) is the approximate dollar value of construction projects your agency completes in a
year”

Application for Smart Devices

Does your agency use an application (app) for smart devices to gather materials-related
information during testing and inspection? If yes, please respond to the following questions:

1. Please name and describe the app(s) your agency uses.
2. What type of device is used with the app(s)? Select all that apply.
¢ Smartphone.
e Smartwatch.
e Tablet.
e Other (please describe).
Can the app(s) be used offline?

Please indicate your agency’s level of satisfaction with each system characteristic listed
below using the rating scale of 1 = not at all satisfied to 5 = extremely satisfied.

e Ease of use.
o Flexibility.
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e Reliability.
o Overall agency satisfaction with the app.

System Assessment

1. Please describe the strengths of your agency’s MMS/LIMS.
2. Please describe any challenges your agency has experienced using the MMS/LIMS.

3. Does your agency have any plans to transition to another MMS/LIMS? If yes, please
describe these plans.

Wrap-Up

1. What recommendations do you have for an agency preparing to implement a new
MMS/LIMS?

2. Please use this space to provide any comments or additional information about your
previous responses.
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Starting AASHTO SiteManager

SiteManager Frequently Asked Questions

A SiteManager Frequently Asked Questions page is available on the AHTD Employee webpage.
The most common questions on SiteManager have already been answered there. To get to the
FAQ page, go to the Employee Homepage http://ahtdnet and then go to the Construction
section. The SiteManager Frequently Asked Questions link is on the Construction page.

The AASHTO SiteManager System will run on several different Windows

graphical user interfaces —Windows XP and Windows 7 For your 3‘&
operating system, you will start AASHTO SiteManager the same way you _
would any program on your computer. The SiteManager

Desktop Icon

To start on the AASHTO SiteManager system:

1. Double-click the SiteManager desktop icon.

Or

1. Click the Start menu and click the Program choice.

2. Click the SiteManager choice, and click the SiteManager
choice.
Type in your logon User ID (Must be in upper case).
Press the Tab key.
Type in your password.

absw

REMEMBER: The user IDs and passwords in SiteManager are case sensitive. If you originally
entered your password in lower case or capital letters, you must enter it the same way every time
you enter SiteManager (either all caps or no caps)

6. Inthe Connect to drop-down list, click the expand arrow to
the right of the current selection and click the desired
database choice-either Standalone or Server.

REMEMBER: In order to log into the Server on SiteManager, you
must be logged into either the AHTD or ENGR networks on the
computer.
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e 1E4
Tms pclr|
- *
SiteManager
Construction Management =ystem 2133
\ Customization Date 031742013

Uszer ID: |ECBC432

Password: |
Connect to: m
| | Close |

[ Download RTF Templates

Copyright 2 2012, the Amenican Aszociation of State
Highway & Tranzportation Officials, Inc. ["AASHTO™). Al
rights reserved. This software or parts thereof may not be

reproduced in any form without written permizzsion of

AASHTO. Produced in the United States of America.

The AASHTO SiteManager Logon Dialog

7. In the Available Groups for.. dialog box, click the group ID that you will be working in.

REMEMBER: Group assignments vary by user and control the processes that a user may access in
SiteManager.

]
Note: The Customization Date shown on the SiteManager Login screen indicates which
SiteManager customization file is installed on your computer. If there is no Customization Date
then you are using the default program without any AHTD customizations. To download the latest
customization file for SiteManager, navigate to
\\csd4\construc\siteman\SM_Customizations\custom.exe and unzip the file. This will install the
latest customization file and will be active at the next login of SiteManager.

Accessing SiteManager through Terminal Server

SiteManager transfers large amounts of data across the network. This data transfer can cause
SiteManager to perform slowly over slow network connections. Due to this, it is recommended
that SiteManager be accessed through a Terminal Server connection when connecting over any
network connection other than a Department owned fiber optic connection. Terminal Server
allows a user to use SiteManager on a computer located in the Central Office in Little Rock.
This computer has a direct connection to the SiteManager database and will therefore not
experience data transfer delays due to slow network speeds. When connected to a Terminal
Server machine, the only data transfer occurring over the users network connection are
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screenshots that allow the user to control the Terminal Server computer in Little Rock. To
access SiteManager on Terminal Server, perform the following steps.

1.

abrown

No

Locate the Remote Desktop Connection icon in windows. This icon is typically located
under the Accessories folder under the All Programs list.

Open a Remote Desktop Connection

In the field labeled Computer, type SMTERMSRV?2 (you can also type SMTERMSRV3)
Click on the Connect button.

You will be asked to enter your credentials. Enter the same User ID and password that
you use to log into your Computer (DO NOT use your SiteManager credentials unless
they are the same as the credentials used to log into your computer).

Double click on the SiteManager icon.

To exit Terminal Server, click on START at the bottom left of the screen and select Log
Off.

The Main SiteManager Panel

After starting the SiteManager application, the Main Panel will display the
components of the system as icons. The central functionality of SiteManager is
divided into ten icons:

Contract Administration
Daily Work Report
Pipeline and Zip
Contractor Payments
Change Order

Civil Rights

Materials Management
Accessories

System Administration
Manuals

[ dSiteManager Panel x|

Main Panel T Contract Administration(+] ]

S @ X

Draily ok Fipeline and Contractor Change Civil Rights(+] Materials
Zip[+] Payments(+] Orders(+] M anagement(+]

@
-

2

Accessonies[+]  Manuals[+]

The Main SiteManager Panel

Rev. 2-1-14





SiteManager RE Office User’s Guide

Security and the SiteManager Components

The panels and icons to which an end-user has access is defined by the
transportation agency. The panel above and all following documentation will
describe and illustrate the content of all components of SiteManager. A given
end-user’s panels may not conform to the illustrations (figures) unless they have
security access to all components of SiteManager.

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 [Server [5Test |Inspl [traind

\ A

Mode Connection Region Group ID Logon ID

The 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 tab to go

Click the Folder Tab to Double Click the components
down a level

go up a Level icon to open it

9 Sites anager Panel

M aterials Management(+) r M aterial Infolfnation]+)

H wm B 5

Contract Approved Approved Lists i Design(+) tdix Diesign Sampling and
I aterialz(+] Ligts[+] Reports(+] Reports(+] Testingl+]

Sampling and  Process List
Testing
Fieportzs(+]

Navigating in SiteManager

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.
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Contract Administration
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The Contract Administration Panel

The Contract Administration components of SiteManager are located on the Contract
Administration panel. The Contract Administration component is divided on the second
folder tab into the functions represented by the icons in the following illustration.

E SiteManager Panel

tain Panel Contract Administration[+) I Contract Records(+)

&

Contractor Process List
I anagement(+)

The Contract Administration Panel

Opening and Closing a Contract Administration Component

To open a Contract Administration component of SiteManager:
1. Onthe Contract Administration panel, double-click the
desired icon.
2. On the third level panel of the Contract Administration
component, double-click the desired icon.

To close a Contract Administration component of SiteManager:
1. Click the Close button.
Or
1. Click the File menu and click the Close choice.
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Contract Administration

The Construction Office and the Resident Engineer office both have roles in the
administration of construction contracts in SiteManager. The Construction Office adds
and activates Contracts in SiteManager for the RE offices, enters approved subcontracts
into SiteManager, reviews and approves Materials Estimates prior to their entry into
SiteManager, and provides overall support for SiteManager and the RE offices.

The RE offices are responsible for day to day project inspection and
documentation, review and authorization of the inspectors’ Daily Work Reports,
generation and processing of progress (current) estimates, and general administration of
the Contract in SiteManager.

M AASHTO SiteManager
File ‘Window Help

ESiteh‘lanager Panel

F ait Panel T Contract Adminiztration|+] T Contract Records{+]
Hilpstane
e = &
4
Cantracts Milestones Projects Categories Items Contract Contract
Funding Authority

Schedula - @ o W

¢s it p

Key Dates Checklizt Checklizt Event Permitz Correzpondence Flan Stockpiled
Scheduled Dates Log Discrepancies b aterials

Ewents

Z =

Force Accounts Design Disputes/Claims 0SS Contracts
Ewaluation

Contract Records Panel

Activation of a Contract in SiteManager

The construction Contract is loaded into SiteManager from Program and Contract
Division’s Preliminary Engineering/Letting and Award System (PES/LAS) shortly after
the projects are formally awarded and assigned to the Resident Engineer offices.
However, the projects are not available for use by the RE office personnel and project
inspection personnel until the contract has been fully executed by both the Contractor and
the Highway Commission. An e-mail will be sent to the Resident Engineer, Assistant
Resident Engineer, and the Resident Office Technician when a job is activated to advise
them that the project is ready for use in SiteManager.

Initial Contract Authority is assigned to the Resident Engineer, Assistant Resident
Engineer, and the Resident Office Technician. These individuals are responsible for
assigning contract authority to the project inspection personnel and any other personnel in
the RE office that will need contract authority.
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Assigning Contract Authority

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 the user’s group assignments.

The Contract Authority window displays the users, RE office assignments, office
wide access indicator, and group assignments for each individual user. When the
Resident Engineer and Office Technician are added to the Contract during the activation
process, the system adds a row for each user’s group assignment to the Contract
Authority window automatically. An authorized user can end Contract Authority for
personnel no longer needed to work on the Contract.

¥ New Cantract Group futhority

Group Description Contract Id Contract Description Authority
Start Date

| stemanager Inguiry Grougp 2’350980 [N

Save | Cancel |

o 14 v

Adam R amseyer 03 11} [

Al Fleagle ‘Yes Iv

Alan walter Mo 10 v

Alex Fioofe Mo 10 05 [

Alexander S afdari Mo i} oo [

Alfred Keith Ma 03 o [
Alfreda [Corkey] Wilson Mo 10 11} [ 2

Contract Authority Assignment
Group Description Office-wide  Contract Id Contract Description Authority Authority ~
Access Start Date End Dt

[Sitehanager Inguiry Groug [T masnr [OUACHTA CO.L OVERLAY MO, 11 (SEL. SEC(B/24/2008 09:31: |
[Sitemanager Inouiry Grougp | T oeoers Hwy . 5-HOT SPRINGS VILLAGE (PASSING L3/23/2008 07:35: |
ISitehananer Inouiry Groug T et [EHADY GROVE RD.-MNORTH OF HW . 270 (HR/22/2009 10:08:
[Sitehanamer Inguiry Groug 1 {20425 MO, MLLERYILLE-SHERIDAN BYPASS (5)  [9/21/2009 15:22:

| f2n9/z007 10:44

[ f10342 . B4-S0UTH ()
| W [ososEo vt . 270 RAMPS IMPROVEMENTS (HOT SP 4:58
[T Reotet PeCAIM BLVDAMLDWOOD AVE. (TURNAROf 211172008 08431 512007 14:56:

w
< >

: ]
EﬂeManagar IRy Groug

The Contract Authority Panel-Granting Authority to a User

To grant a user Contract Authority:
1. From the Main Panel, double click the Contract Administration icon.
2. Double click the Contract Records icon.

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

4. Scroll down and click the desired individual’s name that you wish to grant
contract authority to.
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HINT: Remember that in SiteManager, you can click on column headings (the bold type at the
top of a column) to change the sort in a table by that column. For example, clicking on the User
Name heading sorts the table by the first name of the user. Clicking on the heading RO changes
the table sort to show all users from an RE office grouped together.

5. Click the New button. The New Contract Group Authority window opens.

6. Inthe Group Description field, click the down arrow to the right of the
field, and select the desired group.

7. DO NOT click the Office Wide Access check box.

8. Click the Tab key to move the cursor to the Contract ID field and type in
the job number. Use capital letters for all letters in a job number (BR, FA,
SA, R, etc.)

9. Click the Save button.

10. The job name will appear in the Contract Description field in the bottom
portion of the window if a valid job number is entered.

11. Repeat Steps 4-9 for the other groups that the user is assigned to, especially
field inspection personnel. The field users must be given contract
authority in both the Inspector- Server Connection and Inspector -
Standalone groups.

Ending Contract Authority

It may also be necessary to end a user’s contract authority . Ending contract
authority blocks future access to that particular project’s records and prevents the
individual from creating new Daily Work Reports for the project. Examples of situations
where it would be appropriate to end a user’s contract authority include:

e Completion of a project and assignment to a new project.
e Transfer of the individual to another RE office or District.

e Leaving employment with the Department (retirement, voluntary, or
termination, etc.)

To end a user’s contract authority for a project:

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

2. Scroll down and click the desired individual’s name. Click on the name.

3. A list of the user’s current contract authorities opens at the bottom of the
screen. Click on the column heading Contract ID to change the sort
numerically by contract number.

4. Scroll down and find the Group and Contract number desired and click on it.

5. Click on the Services menu (above the toolbar) and then click on End
Contract Authority. A dialog box will appear requesting a Contract End
Date. Enter the future date when the User’s Contract Authority should be
ended. If immediate Contract Authority termination is desired, then simply
click the OK button. When Contract Authority is ended, the Authority End
Date will show the date and time that the Authority was ended.
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6. Repeat steps 4 and 5 for each group that the individual has authority on the
project.

Critical Dates

The Department utilizes several dates to track the status of projects across the State,
including work order dates, the date work began on a project, substantial completion
dates, and the final acceptance dates. Refer to Section 105 of the RE Manual for
guidance on which of these Critical Dates should be entered by the RE Office.

1 aasHTO SiteManager

File Edit Services indow Help

ELLIEIEEEEL I

“ Description | Location - PawmertData © Critical ~ Primaw | Prime - DBE Commit © Training Plan

Dates Personinel Contractar

Contract ID: |050380

Critical Date Description Actual Date Regquired to Activate Required to Finalize -
Letting Drate a7/A11./01
Award D ate 071101
Signed Date 08/30/01 M M
Execution D ate 08/30,/01 Y M
MNaotice to Proceed Date 03/14/01 M M
Price Adjustments Baze Date 000000 M M
M M

Checked Out to Field Date 03/05/04

Cntical Date Descnphtion: Iw’ork Begin Date
Actual Occurrence Date: IUDHDU;’DD I~ Required to Activate [~ Required to Finalize

Digtribution List: | Recipient ID: I

Message Text: |

Critical Dates Tab
To enter one of the above critical dates:
1. From the Main Panel, double click the Contract Administration icon.
2. Double click the Contract Records icon.

3. On the Contract Records panel, double-click the Contracts icon.
4. Click the Open button and scroll down and click the desired contract.

TIP: Click on the Contract ID column heading in the selection table to activate
the Find field. Type in the job number, making sure to capitalize any letters in
the job number (B, BB, BR, C, CA, FA, FS, SA, R, etc.) This will take you
directly to the desired contract.

5. Double click on the desired job number. The contract data for the selected
project will appear in the window.

6. Click on the Critical Dates folder tab.

7. Scroll down and find the desired Date Description (either Work Begin Date,
Substantial Work Complete Date, or Accepted Date).
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8. Click on the desired Date Description. Note that an area at the bottom of
the window opens to display information associated with the selected date
field.

9. Click on the Actual Occurrence Date field in the bottom of the panel and
type in the date of the event in mm/dd/yy format.

10. Click the Save button.

Note: Critical dates cannot be future dates.

Key Dates

The Department utilizes several dates to track the actual occurance and the
anticipated occurece of certain key events on a project. These dates are entered in the
Key Dates window. Refer to the RE Manual for instructions on which dates are to be
entered in the Key Dates window by the RE Office.

I AASHTO SiteManager
File Edit Services ‘Window Help

=1 === =

EKEV Dates
Contract 1D: IDEI'I 909

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

E stimsted Complation Dats oboon | N | N |

Key Date Type: |Eslimated Completion D ate LI

Projected D ate: W [ Required to Activate
Actual Date: W [ Required to Finalize

Distribution List: |D-B Recipient: I—

Meszzage Text: |

Key Dates Panel

To enter a Key Date in SiteManager:

From the Main Panel, double click the Contract Administration icon.

Double click the Contract Records icon.

On the Contract Records panel, double-click the Key Dates icon.

Click the Open button and scroll down and double click on the desired contract.

M ow e
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5. Click on the Estimated Completion Date to select the field. If Estimated
Completion Date is not shown in the top window after selecting the contract,
click the New button (You must first click in the lower window before clicking
the new button for a new Key Date to be added) and then click on the Key Date
Type drop down list and select the Key Date that you are wanting to enter.

6. If the Key Date to be entered is an anticipated future date then enter it into the
Projected Date field (future dates cannot be entered into the Actual Date field).
If the Key Date is an actual occurance date that has already occurred then enter it
into the Actual Date field. (Note: SiteManager requires that a Projected Date
be entered as well when an Actual Date is entered, in this case, enter the same
date that you entered into the Actual Date into the Projected Date).

7. Click into the Distribution List field. The cursor will turn into a magnifying
glass, indicating that this is a searchable field. Right click and then click on
Search. Scroll through the table that opens and locate the distribution list for
your District.

8. Double click on the distribution list for your District. The select window will
close and the selected distribution list will be populated in the Distribution List
field.

9. Click the Save button.

10. Some Key Dates must be updated on a recurring basis. In such a situation,
editing the date wull refresh the Key Date. If the date does not need to be edited
then a Message can be placed in the Message Text (message can be any format,
a suggestion would be “OK for month of ), this will refresh the key
date.

Note: The Estimated Completion Date should never expire or be adjusted by more than 4 months at a
time. If either of these scenarios occur, the Resident Engineer must send a memo to the State
Construction Engineer explaining why the Estimate Completion Date was allowed to expire or
adjusted by more than 120 days.
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File Edit Services Window Help

BEEME DES A8 F

ﬂ Stockpiled Materials

Contract ID: [1603G0 Project Mbr- 050550 Catg Nbr: |0001 Line Itm Nbr: 0044
Units: ’:INEAR FT Unit Price: |3 Bid Quantity: |00

Item Description: [#" FIPE UNDERDRAINS
Supp Description 1: |

Supp Description 2: |

Stockpiled Desc: 4 Pipe Underdrain Status: |Aclive

Invoice Date In¥oice Humber Quantity Units Unit Price
Da2703 [37338 500.000 [LNE&R FT [$175000
Conv Unit Price Invoice Amt Initial Invoice Payment Matl 5n  Replenish Sn

[$1.75000 [$1.050.00000 [g105000 P

Remaining Qty Installed Qty To Date  Paid To Date

225 |375.000 §105000

The Stockpiled Materials Panel

Stockpiled Materials (Materials Estimates)

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 window and
stockpiled material data in the bottom window. This data is used during estimate generation to determine
the amount to be paid or recovered for the Items installed. The estimate process enters the installed
guantity 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.

Before Adding Data

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 Contract Items include the invoiced Material

Which Projects include these Items

How much of the total invoiced Material to allocate to each Contract Item

If an initial payment amount is due, which Projects and 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.

NOTE: Supporting documentation for ALL materials estimates must be handled in accordance
with Subsection 109.04 of the Resident Engineers Manual. All Materials Estimates must be
approved by Contract Estimates Section before entering the stockpile for payment in
SiteManager.
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045

Contract ID: 030180 Project Mbr: 0901804

Units: POUNDS  Unit Price: [1.312
Item Description: [STR.5T BM SPANS [M270-GRE0W]

Supp Description 1: RAMP 2 BRIDGE 07072

Catg Mbr- |0002 Line Itm Hbr:

Bid Quantity: 285520

Supp Description 2: |

Stockpiled Desc: [STRUCTURAL STEEL IN BEAM SPANS Status: [Open

Invoice Date Invoice Number Quantity Units Unit Price
03m3A10 |41325 [285920.000 [POUNDS Ra| |$1.00909
Cony Unit Price Invoice Amt Initial Invoice Payment Matl 5n  Heplenish S5n

[$1.00305 [+255.519.0100 [$288519.001 b

Remaining Qty Installed Qty To Date Paid To Date

[255920.000 [-000 oo

Stockpiled Materials Panel-stockpile entry example

To add stockpiled materials to a Contract:

1. Submit documentation to Contract Estimates and receive concurrence from them.

2. Read and understand the Before Adding Data topic. Calculate the invoiced quantity to add to
each Contract Item.

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

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

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

6. In the Contract Project list box, scroll to and double-click the Project which contains the
desired item.

7. Inthe Contract Item list box, scroll to and click the Contract Line Item that the material will
be associated with.

8. Click Ok. The Stockpiled Materials panel displays the Contract Item information in the upper
portion of the screen.

9. In the Stockpiled Description field, type a description of the material that is being paid for in
the stockpile. Example: if paying for a stockpile for a signal pole, the stockpiled description
would be the same as the contract pay item. But if paying for a stockpile that is a part of a
pay item, use the actual material name: such as Stay-in-Place Forms which are associated
with the pay item Class S(AE) Concrete.

10. In the Invoice Date field, type the date of the invoice.

11. Press the Tab key.

12. In the Invoice Number field, type the number of the invoice.

13. Press the Tab key.

14. In the Quantity field: If the quantity on the invoice is less than or equal to the remaining
guantity of the Contract item that the stockpile pertains to, then type the quantity shown on
the invoice. If the quantity on the invoice is greater than the remaining quantity of the
Contract item, then type in the remaing Contract item quantity. (See examples below for
further clarification)

15. In the Units drop-down list, click the expand arrow and click the unit of the contract item that

the stockpiled material will be used for.
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16. In the Unit Price field, type the price per unit. The price per unit is calculated by taking the
total dollar qualifying dollar amount from the stockpiled material invoice and dividing it by
the number entered into the quantity field in step 13. Note: This unit price can only be
calculated to 5 decimal places. If the calculation comes out to greater than 5 decimal places,
then the 5™ decimal place in the unit price should be rounded so that the calculated invoice
amount is as close to that on the paper invoice as possible but does not exceed the amount on
the paper invoice.

17. Press the Tab key. Note that the system calculates the dollar value of the invoice based on
the information entered. This calculated amount is rounded down to the nearest penny. If the
value is correct, proceed with the next step. If not, review the values entered for the material
guantity and unit price. Note: Because of the precision limitation of the unit price, the
calculated invoice amount may not be exactly equal to the qualifying amount on the paper
invoice. The calculated invoice amount should not be greater than the qualifying amount
from the paper invoice.

18. Press the Tab key to move to the Initial Invoice Payment field. If all of the paperwork for
the materials estimate has been approved, enter the dollar value from Step 17 into this field.

19. Click the Save button.

20. To enter another stockpile for a different contract pay item, click the New button and then
click on Services in the menu above the toolbar and then click on Choose Keys. Scroll
through the list of pay items to select the new pay item and follow steps 7-19 above.

The Stockpiled Materials will be paid on the next estimate that is generated. The recovery of the
stockpile will be handled automatically by SiteManager whenever the pay item that the stockpile is
associated with is paid on an estimate. The Installed Quantity to Date and Paid to Date values are
entered by the system and updated as items using this material are paid on estimates

A stockpile that has not been included in an estimate (either the estimate has not been generated or an
estimate has been generated and deleted) may be deleted by clicking on the Delete button.

A stockpile CANNOT be deleted after it has been included in an approved estimate.

Replenishing a Stockpile

There may be times when a second Stockpile is approved for a material that a stockpile already exists on.
When this occurs, there are two options for the RE Office staff. One option is to create a new stockpile
for the new material, the other option is to replenish the existing stockpile using the Replenish Material
function available on the Services menu. Each option treats the recovery of the stockpiled material in a
different manner so it is critical that the RE Office staff understand how each works so that they can
decide which option best fits the scenario of the second stockpile. Below are explanations for each
option:

New Stockpile entry — When a new stockpile entry is created for the second stockpile, SiteManager will
recover an equal portion of each stockpile equal to the estimate quantity everytime an estimate containing
that Contract Item is generated. An example of when this option would be used is with Structural Steel.
A Contractor may request a stockpile payment for the raw materials of the Structural Steel and then later
request a payment for the fabrication costs of the same Structural Steel. Simultaneous recovery of both of
these stockpiles would be necessary because they both apply to a portion of the same material. Setting
these stockpiles up as two separate stockpiles (instead of as a replenishment of the first) will cause
SiteManager to recover one unit of each stockpile everytime a unit of Structural Steel is paid for in an
estimate. Follow the steps listed above for a new stockpile if the desired entry fits under this description.
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Replenishing Existing Stockpile — When an existing stockpile is replenished to account for the second
stockpile, SiteManager will not begin to recover the second stockpile until the first stockpile is exhausted.
This option should be used when the material in the two stockpiles do not both apply to a single unit of
the Contract item (this is most common). An example for replenishment would be with a stockpile of
Aggregate Base Course. The Contractor may stockpile Aggregate Base Course on the project and then
later realize that he/she needs to stockpile additional Aggregate Base Course for the project. If a second
stockpile were created for this additional Aggregate Base Course then SiteManager would recover two
units of Aggregate Base Course for every unit tht is paid for on an estimate. Instead, the existing
stockpile should be replenished so that SiteManager will only recover one unit of the initial stockpile until
it has been exhausted and then it will begin to recover the second stockpile. Follow the steps listed
below if an existing stockpile needs to be replenished.

To replenish an existing materials stockpile:

1. Submit documentation to Contract Estimates and receive concurrence from them.

2. Read and understand the Before Adding Data topic. Calculate the invoiced quantity to add to
each Contract Item.

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

Click on the “Open” button or Choose File/Open.

Select the Contract where the initial stockpile was entered.

Select the Stockpile that is to be replenished.

Choose “Replenish Material” form the Services Menu.

Follow steps 7-19 listed in the above section for entering a new stockpile.

© N o 0 A

Recovering a Stockpile

Occasionally, it may be necessary to manually recover the remaining portion of a stockpile (such as when
an item has underrun and all of the stockpiled material was not used on the job) or to close out a stockpile
that has been included in a paid estimate due to an entry error in order to re-enter the stockpile. To close
out the stockpile manually, click on the Services menu and then click on Close Out Balance. The
remaining un-recovered quantity will then be recovered (deducted) on the next estimate.

Material Stockpile Examples:

1) The Prime Contractor has submitted an invoice for consideration of payment of stockpiled material.
The invoice has been reviewed and approved by Contract Estimates and includes the following
information:

Invoice Number: 00617318

Invoice Date: 03/03/10

Material: 5’ X 5’ Precast Concrete Box Culverts
Quantity of Material: 174 Linear Feet

Unit Price of Material: $155.50

Total Invoice Amount: $33,340.47

The Contractor has informed the RE Office that this invoice represents the entire Contract quantity for
this material. The following is the contract information for this stockpiled material:
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Item Description: PRCST. R.C. BOX CULVERT (5’ X 5’)

Contract Quantity: 174 (No quantity has been paid on this project to date)
Contract Item Unit: LINEAR FT

Contract Unit Price: $310.00

The following information should be input into the Stockpiled Materials window in SiteManager:

For the Quantity field (Step 13): 174 (This field is equal to the remaining quantity of the Contract Item
that the stockpiled material will be used for)

For the Units (Step 14): LINEAR FT (This field should be equal to the Contract Items unit)
For the Unit Price (Step 15): $33,340.47/174 = $191.611896552. The Unit Price field in SiteManager

will only accept 5 decimal places so the unit price would be entered as $191.61190 (Rounding up gets
closest to the invoice amount without exceeding the invoice amount).

Contract ID: 5901?9 Project Hbr: 5901?96 Catg Mbr: (0007 Line Itm Mbr: D300
Units: [INEAR FT Unit Price: 310 Bid Quantity: (174

Item Description: |PHEST. F. C. BOX CULVERT [5%5)
Supp Description 1: |

Supp Description 2: |

Stockpiled Desc: |5 ¥ 5 Precsst Concrete Box Culverts Status: ’DDT

Invoice Date Invoice Humber Quantity Units Unit Price
03m3n0 [ooE171a f174.000 [LINE&R FT Ja| [$191.51190
Cony Unit Price Invoice Amt Initial Invoice Payment Matl 5n  Replenish 5n

ENGRED [$32,340.47000 [f233d04d fp o

R ining Qty Installed Qty To Date Paid To Date

[174.000 [0oo oo

Material Stockpile Examples:

2) The Prime Contractor has submitted an invoice for consideration of payment of stockpiled material.
The invoice has been reviewed and approved by Contract Estimates and includes the following
information:

Invoice Number: 8556487

Invoice Date: 03/04/10

Material: 24” RC Pipe Culverts
Quantity of Material: 3519 Linear Feet
Unit Price of Material: $21.20

Total Invoice Amount: $87,975.60

The Contractor has informed the RE Office that this invoice represents the entire remaining Contract
quantity for this material. The following is the contract information for this stockpiled material:

Item Description: 24” RC PIPE CULVERT (CL 3)
Contract Quantity: 5,770 (2,251 paid to date)
Contract Item Unit: LINEAR FT
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Contract Unit Price: $310.00
The following information should be input into the Stockpiled Materials window in SiteManager:

For the Quantity field (Step 13): 3,519 (This field is equal to the invoiced amount because it is equal to
the remaining contract quantity)

For the Units (Step 14): LINEAR FT (This field should be equal to the Contract Items unit)

For the Unit Price (Step 15): $87,975.60/3,519 = $25.000170503. The Unit Price field in SiteManager
will only accept 5 decimal places so the unit price would be entered as $25.00017.

Contract ID: p70074 Project Nbr: 0700748 Catg Nbr: 0001 Line Itm Nbr: 0130
Units: DNEAR FT Unit Price: [57.75 Bid Quantity: (5770

Item Description: [24" F.C.PIPE CULVERTSICL.3)
Supp Description 1: |

Supp Description 2: |

Stockpiled Desc: [24" R.C Pipe Culverts (Clazs I Status: |Open

Invoice Date Invoice Humber Quantity Units Unit Price
030410 [AEEE4E7 B519.000 ITREEEET I [$2500M7F
Cony Unit Price Invoice Amt Initial Invoice Payment Matl 5n  Replenish 5n

[$2500017 $87.975.53000 [457.97589 pf o

Remaining Qty Installed Qty To Date Paid To Date

|z519.000 .00 g0

3) The Prime Contractor has submitted an invoice for consideration of payment of stockpiled material.
The invoice has been reviewed and approved by Contract Estimates and includes the following
information:

Invoice Number: 41325

Invoice Date: 03/03/10

Material: Structural Steel in Beam Spans
Quantity of Material: Not given

Unit Price of Material: Not given

Total Invoice Amount: $288,520.60

The Contractor has informed the RE Office that this invoice represents the Structural Steel for the Ramp 2
Bridge. The following is the contract information for this stockpiled material:

Item Description: STR. ST. BM. SPANS(M270-GR50W)

Item Bid Quantity: 674,160.00 (No quantity has been paid on this project to date)
Ramp 2 Bridge Quantity: 285,920.00

Contract Item Unit: POUNDS

Contract Unit Price: $1.31

The following information should be input into the Stockpiled Materials window in SiteManager:

For the Quantity field (Step 13): 285,920.00 (This field is equal to the remaining quantity of the Contract
Item that the stockpiled material will be used for)
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For the Units (Step 14): POUNDS (This field should be equal to the Contract Items unit)

For the Unit Price (Step 15): $288,520.60/285,920.00 = $1.0090955512. The Unit Price field in
SiteManager will only accept 5 decimal places so the unit price would be entered as $1.00909 (Rounding
up would exceed the paper invoice amount, so the unit price must be rounded down).

Contract 1D: D30180 Project Nbr: 0901804 Catg Mbr: |0002 Line Itm Nbr: 0045
Units: FOUNDS Unit Price: |1.312 Bid Quantity: |285320

Item Description: [STR.ST BM SPANS[M270-GRE0W]
Supp Description 1: FAMP 2 BRIDGE 07072
Supp Description 2: |

Stockpiled Desc: [STRUCTURAL STEEL IN BEAM SPANS Status: [Jpen

Invoice Date Invoice Humber Quantity Units Unit Price
303H 0 41325 [265520.000 [POUNDS = [$1.00909
Cony Unit Price Invoice Amt Initial Invoice Payment Matl 5n  Replenish S5n

[$1.00909 [+286.519.0100 [$288519.001 b

Remaining Aty Installed Qty To Date Paid To Date

285920000 |.0o0 500

4) The Prime Contractor has submitted an invoice for consideration of payment of stockpiled material.
The invoice has been reviewed and approved by Contract Estimates and includes the following
information:

Invoice Number: 123456

Invoice Date: 03/03/10

Material: Stay-in-place deck forms
Quantity of Material: 755

Unit Price of Material: SQUARE METER
Total Invoice Amount: $5,275.62

The Contractor has informed the RE Office that this invoice represents the stay-in-place deck forms for
all bridge decks on the project.

Item Description: CLASS S(AE) CONCRETE - BRIDGE
Item Bid Quantity: 194.3

Contract Item Unit: CUBIC METER

Contract Unit Price: $688.59

The following information should be input into the Stockpiled Materials window in SiteManager:

For the Quantity field (Step 13): 194.3 (This field is equal to the remaining quantity of the Contract ltem
that the stockpiled material will be used for because the invoice quantity exceeds the remaining Contract

Quantity)

For the Units (Step 14): CUBIC METER (This field should be equal to the Contract Items unit)
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For the Unit Price (Step 15): $5,275.62/194.3 = $27.1519300051 The Unit Price field in SiteManager
will only accept 5 decimal places so the unit price would be entered as $27.15193 (This rounding results
in a calculated invoice amount less than the paper invoice amount, this is OK).

Contract ID: 020084  Project Nbr: 020064 CatgNbr: [0002 Line Itm Nbr: 0045
Units: CUBICMETER ~ Unit Price: [F8853  Bid Quantity: 1943

ltem Description: LLASS S(AE) CONCRETEBRIDGE
Supp Description 1: |
Supp Description 2: |
Stockpiled Desc: IStay-in-place deck forms Status: IDpT
Invoice Date Invoice Humber Buantity Units Unit Price
030310 [123456 194 300 CUBIC METER -] [$27.15193
Cony Unit Price  Invoice Amt Initial Invoice Payment Matl 5Sn  Replenizh 5n
[$27 16193 [$5.275.61000 [gm2reEl] [ T
Remaining Oty Installed Qty To Date Paid To Date
[134.300 ] foo

SARS Reports for Material Stockpiles

Stockpiles Menu
The reports in this menu screen can be used to view information related to material stockpiles
entered into SiteMaanger.

StockPile Summary Report — This report should be used to view a summary of the current status
of each stockpile entered for a selected Contract ID. This report will also show which stockpiles
were entered as new stockpiles (ORIG) and which were entered as replenishments of existing
stockpiles (REPL).

Stockpile Summary Report — This report should be used to view the actual stockpile activity for
each estimate period. Most questions that arise regarding the amount of money paid or
recovered on an estimate can be answered with this report.

Stockpile Error (Dollar Amount) — This report will check to see if there are any stockpiles where
the initial payment is larger than the product of the stockpile quantity and unit price.

Stockpile Error (Remaining Quantity) — This report will check to see if there are any stockpiles
where the remaining quantity of material is deficient to fully recover the stockpile.
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Adding Supplemental Descriptions to ltems

Programs and Contracts Division sets up the initial projects and categories in
PES/LAS during the development of a project in order to utilize various funding sources
and for reporting/record keeping requirements. The breakdown of the construction
project into projects and categories is carried over into SiteManager when the job is
moved over from PES/LAS after the letting. The RE office staff should review the
breakdown of the contract pay items in SiteManager into the various projects and
categories carefully. The staff should review the plans, contract, and pay item
breakdowns in SiteManager with the project inspection personnel to identify how the pay
items are broken down into the categories. Projects with multiple intersections with
traffic signals will usually have a separate category for each intersection. Pay items for
R.C. box culverts are often categorized into one category for structures with less than 20’
span and another category for all box structures with greater than 20’ span.

Once the categories and item breakouts are identified, the RE office staff may wish to
add additional information to the pay item descriptions (such as the street name for the
intersection, the name of the bridge structure or bridge number, or the station for a box
culvert) to aid the field inspection personnel in locating the correct item to post work
accomplishments on the Daily Work Report.

-
Note: Due to security concerns, Systems Administration
must be contacted to add Supplemental Descriptions to
Work Items.

File F Serviss Window Help
BRFY D= dE@ D=

Conbract |D:  |[RS0072 Project Mbr:  A30072
Categoay Mb 1011 Lime Ibem M (2R
Ibam Ciode: 705038 Units Type: EACH S Tear: [2003

Description: [TRAFFIC SIGHAL HERD, LED, [2 SECTIDN, 1WAY]

Limit Price: %639 45000 Bid Ohy: | B0 Biid Ami: 35,11550
Propasal Lire Mbr (0107 Related [tem:

Sunplemental eecsiplion:
MEDICAL CENTER PRARY

C0 Kie: Pend CO Qi |0 Pudﬂ]A-l:ﬁ Het OO Qiy: ﬁ

Item Window showing addition of Supplemental Descriptions
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FJAASHTO SiteManager

File Edit Services ‘Window Help

DR e? Sl &~ E

“ DWwHR Info. " Contractors . Contractor Equip. Draily Staff “" ‘Work Items * Force Accounts

Contract ID- |[RS0072 Inzpector: |Dennis L. Birge Date:- |DE;"DZ.-"D¢1

Project Line Item | Category Supplemental e
Numb Numb Numb Item Code _Description Instld Description 1

Fia0072 n228 0009 714050 [TRAFFIC SIGNAL MAST ARM AND POLEWTH FOUNDATI [ [Hw' 12

Fia0072 ] [AE] [F15001 [TRAFFIC SIGNAL FEDESTAL POLEWITHFOUNDATION [ [Hw 12

RI0072 0230 |000g [733001 [WIDEC DETECTOR [~ Hwyiz

Fia0072 0z [AE] 733025 WIDED PROCESSOR (6 CHAMMEL) [~ [Hwvi2

Fa0072 [pz=z [ooog [F3030 fYIDED CABLE [~ [Hwviz

R90072 0z33 [AE] [FO2451 ELECTRICAL COMDUCTORS FOR LUMINAIRES [~ [Hwvi2

Ra0072 0234 |0o0g [FOE217 ELECTRICAL CONDUCTORS-IN-CONDUIT (206 &W.G) [ [HwY 12

R90072 0235 [AE] [Fogz07 ELECTRICAL COMDUCTORS-IN-COMDUIT (1C/8 &G B [Hw 12

RI0072 0235 oo o [Fo 220 I5'¢STEM LOCAL CONTROLLER - FIBER (8 PHASES) [~ [DODSON ROAD [Hw™ 1
R90072 237 |ooto 705029 [TRAFFIC SIGMAL HEAD, LED, (3 SECTION, 1185 [~ [PODSON ROAD [HWwY T
Fa0072 0238 oo o [FOED47 [TRAFFIC SIGNAL HEAD, LED, (5 SECTION, 1 WAY) [~ [DODSON ROAD [Hw 1
Fia0072 ] |ooto [FOvO02 FEDESTRIAN SIGMAL HEAD, LED [~ [PODSON ROAD [HwY T
RI0072 (] |ooto [702008 [TRAFFIC SIGNAL CABLE (5CM4 830G ) [~ [DODSONROAD [Hw 1
Fia0072 0242 |ooto [Foa02 [TRAFFIC SIGNAL CABLE [TCM 4 514G [~ [PODSON ROAD [HwY T
Ra0072 0243 [ooo [702038 [TRAFFIC SIGNAL CABLE (20CH4 &W.G) [~ [DODSONROAD [Hw 1
Fia0072 0244 |ooto [FO9002 [3ALYANZED STEEL CONDUIT (1.25") [~ [PODSON ROAD [HwY T
Fia0072 0245 |ooto [F1o002 NOM-METALLIC CONDUIT (1.25") [~ [PODSON ROAD [HwY 1 _
1 | oL

DWR Work Item Select Window showing Supplemental Descriptions
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Subcontracts

New subcontracts are entered in SiteManager by Contract Estimates Section after
the subcontract has been approved. Change Orders adding new items to a Contract that
will be performed by a subcontractor must first be entered by the RE Office and approved
in SiteManager using the Change Order process. Approved addendums to the
subcontract will then be entered by Contract Estimates after entry of the change order
into SiteManager by the RE Office.

File Edit Services Window Help

DR DEEdHE D

ﬂ Subcontracts

CEEni Contract ID : 00303

SubCont Nbr: [0079091 Parent Subcont Nbr: |
Subcontractor: I[NSTANT GRASS. INC. Contract DBE Goal Pet: [00°
SubCont Type: |@HEE St ~| DBE Type: m
Work Type: |Ernsion Contral ﬂ Cert Type: |

Approval Date: |08/27/01 Pct Twrde DBE Goal: 00

Amounts  Pct of Total Sub’d  Pet of Total Contract

This SubContract: | 68.651.00 | 4847 | 224

This Driginal Commitment : | ii] | ] | ii]

This Current Commitment: | 0.00 | ] | ii]

" Total Original Commitment: | 60.000.00 [ i
Total Current Commitment: ,W |—41

Total Allowable Max [non-spcity): ,m ,w
Total Towards Max [non-spcity]: ,m ,W
Total Spcity Subcontracted: ,700 I—EIEI
Total Subcontracted: ,W 452

The Subcontract Description Folder Tab

The percentage of the Subcontract that can be counted towards the Contract’s DBE
goal depends on the Subcontract’s level, and the Subcontractor’s DBE status. A Parent
Subcontract with a DBE Subcontractor and Items is always counted 100% towards the
Contract’s DBE goal.

Purchase Orders for supplying materials or furnishing trucking services are also
entered as subcontracts, however the SubCont Type field is selected to show either DBE
Purchase Order or Non-DBE Purchase Order.
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Adding Subcontract Items

The Subcontract Items folder tab lets the user view Subcontract Items. If the
Subcontractor is a hauler or supplier only (using a purchase order), the items
involved/covered by the purchase order are entered but a “dummy” unit of measurement
(such as “no common units” or “lump sum” is used in lieu of the actual Contract unit of
measurement for the item. Only the Construction Office can add items to a subcontract.

P AASHTO SiteManager

File Edit Services Window Help

RN L=

ﬂSubc:untrac:ts
" Desciption Items Contiact ID :  [001303 Subcontract Nbr :  [013031
Project Number Line Item Item Code Units Type  Specialty Short Description
ACRES W [sEEDNG
001909 o007 £20022 ACRES M MLLCH COVER
001909 0oog E21021 LINE&R FT M SILT FENCE
001909 oo10 £23002 ACRES M SECOMD SEEDING APPLICATION
4 | i
Prj Mbr: |0071303 Line ltem: IDDDB
Supp Desc1:|
Supp Desc2: |
Quantity Unit Price $ Amount $
Contract Bid: | 33.580 JACRES | 650.00000 | 21.827.00
Current Contract: | 32,580 PCHES | E50.00000 | 21.177.00
Parent Subcontract: | 000 | | 00000 | .00
This Subcontract: | 32580 [ACHEs = E000000 [ 21770
I” Shared level 1 Item Ind Subcontract Amount:l 71.399.00

The Subcontract Items Panel

Note: As you select the different items in a previously entered Subcontract, keep
an eye on the Remark icon balloon in the tool bar. If the balloon looks like the

figure below, a remark has been recorded for that subcontract item. Click on the
icon to display the remarks.
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Force Accounts
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Creating Force Accounts

The Force Account functionality in SiteManager is not currently being utilized by the Department. See
Section 109.05 of the RE Manual for AHTD Force Account Requirements. Contact the Construction
Office for additional guidance in handling force accounts in SiteManager.

Rev. 2-1-14 31





SiteManager RE Office User’s Guide

Pipeline
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AHTD Pipeline Procedures For SiteManager

Pipeline is used by SiteManager to transfer data from one database to another database.
Throughout the life of any project, there will be many times where data from one user will be
transferred to another user. This data will be processed and then transferred to yet another user.
Examples of this are Change Orders, Force Accounts, and Subcontracts which are approved and
sent to the RE and then on to the Inspector, and the Contractors work items are input by the
Inspector and then sent to the RE for approval and processing.

Within SiteManager, there are two different databases. Pipeline is the process where the transfer
of the data is managed. It is imperative that you know which database you are working with.
The two databases are:

1) Server and

2) Standalone.
Before you use the Pipeline process, be sure you know which database you are working with.

Important Note: Systems Administation highly recommends that the Standalone
functionality of SiteManager not be used. The Pipeline process is highly succeptible
to data loss when a network connection experiences any type of disruption. Work
in SiteManager should be performed through a Server connection whenever
possible. If a user chooses to work on Standalone, that user must understand the
risk of data loss and that Systems Administration can do nothing to recover data
lost while pipelining from the Standalone database to the Server database.
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Server Database to Standalone Database Pipeline
Copying the “Basic Contract Data”from the Server Database to a Standalone Database

1.
2.
3.

o ks

~

1
1

0.
1.

Open SiteManager in the Server mode

Double click on the “Pipeline” icon on the Main Panel

Double click on the “Server to PM Pipeline” icon on the Pipeline
Panel

Click on the “Open” button

Click on any project listed in the bottom of this box to activate
this part of the system

In the “Find:” box, type in the Project Number

Click the “OK” button

Click the “Basic Contract Data’check box

Note: The Basic Contract Data includes all of the approved
Change Orders and Force Accounts.

In the menubar, click on “Services”

Click on “PipeLine Data”

After you have clicked on “PipeLine Data”, look at the
“PipeLine Data Status” box near the middle of the screen. It will
inform you when it has finished copying the project you
selected. When you see the message “Check-out is complete.” in
the “PipeLine Data Status” box, it has finished.

12. Click on the “Close” button

Copying the “Materials” from the Server Database to a Standalone Database

1.
2.
3.

o

0.
1.

Open SiteManager in the Server mode

Double click on the “Pipeline” icon on the Main Panel

Double click on the “Server to PM Pipeline” icon on the Pipeline
Panel

Click on the “Open” button

Click on any project listed in the bottom of this box to activate
this part of the system

In the “Find:” box, type in the Project Number

Click the “OK” button

Click the “Materials”’check box

In the menubar, click on “Services”

Click on “PipeLine Data”

After you have clicked on “PipeLine Data”, look at the
“PipeLine Data Status” box near the middle of the screen. It will
inform you when it has finished copying the project you
selected. When you see the message “Check-out is complete.” in
the “PipeLine Data Status” box, it has finished.

12. Click on the “Close” button
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Copying a “Daily Work Report (DWR)” From the Server Database to the Standalone Database

1.
2.
3.

o

©ooNo

10.
11.

12.

13.
14.
15.

16.

17.

Open SiteManager in the Server mode

Double click on the “Pipeline” icon on the Main Panel

Double click on the “Server to PM Pipeline” icon on the Pipeline
Panel

Click on the “Open” button

Click on any project listed in the bottom of this box to activate this
part of the system

In the “Find:” box, type in the Project Number

Click the “OK” button

Click the “DWR Select” tab near the top of the screen

In the “DWRs List” box, locate the DWR that you want to send back
to the Standalone Database

Note: Only authorized DWRs will be available for
download to the Standalone Server.

Click on that DWR

Click the “Add” button

Note: You can “Add” as many DWR as you want to this list. Each of
the DWRs that you “Add” to this list will be locked on the server [if
they have not been authorized] and sent to the Standalone Database.
If you “Add” a DWR to the list that you do not want to have on the
Standalone Database, click on the DWR and then click the
“Remove” button. If you decide that you do not want to have any of
them on the Standalone Database, click the “Remove All” button. |f
a DWR has been authorized, then only a copy of the DWR will be
downloaded to the Standalone, the original will remain on the Server
and will remain unlocked.

After you have selected all of the DWRs that you want to send back
to the Standalone Database, click on the “Pipeline Summary” near
the top of the screen

In the menubar, click on “Services”

Click on “PipeLine Data”

After you have clicked on “PipeLine Data”, SiteManager will send
the selected DWRs back to the Standalone Database. Remember,
this will lock the selected DWR on the Server Database.

After you have clicked on “PipeLine Data”, look at the “PipeLine
Data Status” box near the middle of the screen. It will inform you
when it has finished copying the information you selected. When
you see the message “Check-out is complete.” in the “PipeLine Data
Status” box, it has finished.

Click on the “Close” button
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Standalone Database to Server Database Pipeline

Copying a “Daily Work Report (DWR)” From the Standalone Database to the
Server Database

1.
2.

12.

13.
14.
15.

16.

17.

Open SiteManager in the Server mode

Double click on the “Pipeline” icon on the Main Panel

Double click on the “PM to Server Pipeline” icon on the Pipeline
Panel

Click on the “Open” button

Click on any project listed in the bottom of this box to activate this
part of the system

In the “Find:” box, type in the Project Number

Click the “OK” button

Click the “DWR Select” tab near the top of the screen

In the “DWRs List” box, locate the DWR that you want to send to
the Server Database

. Click on that DWR
. Click the “Add” button

Note: You can “Add” as many DWR as you want to this list. If you
“Add” a DWR to the list that you do not want to send to the Server
Database, click on the DWR and then click the “Remove” button. If
you decide that you do not want to send any of them to the Server
Database, click the “Remove All” button.

After you have selected all of the DWRs that you want to send to the
Server Database, click on the “PipeLine Summary” tab near the top
of the screen

In the menubar, click on “Services”

Click on “PipeLine Data”

After you have clicked on “PipeLine Data”, SiteManager will send
the selected DWRs to the Server Database.

Note: This will lock the selected DWR on the Standalone Database.
This means that you will not be able to change anything in this DWR
while you are logged on to the Standalone Database.

After you have clicked on “PipeLine Data”, look at the “Check In
Status” box near the middle of the screen. It will inform you when it
has finished copying the information you selected. When you see
the message “Check-in is complete.” in the “Check In Status” box, it
has finished.

Click on the “Close” button
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Copying the “Basic Contract Data” from the Standalone Database to the Server Database

DO NOT CHECKIN THE “BASIC
CONTRACT DATA” UNLESS ALL OF THE
CONTRACT WORK HAS BEEN
COMPLETED!

Open SiteManager in the Server mode

Double click on the “Pipeline” icon on the Main Panel

3. Double click on the “PM to Server Pipeline” icon on the Pipeline
Panel

N

4. Click on the “Open” button

5. Click on any project listed in the bottom of this box to activate this
part of the system

6. In the “Find:” box, type in the Project Number

7. Click the “OK” button

8. Click the “Basis Contract Data” check box

Note: The Basic Contract Data should not be checked in unless all
of the contract work has been completed and the RE is ready to
release the contract.

9. In the menubar, click on “Services”

10. Click on “PipeLine Data”

11. After you have clicked on “PipeLine Data”, look at the “PipeLine
Data Status” box near the middle of the screen. It will inform you
when it has finished copying the project you selected. When you see
the message “Check-in is complete.” in the “PipeLine Data Status”
box, it has finished.

12. Click on the “Close” button

Copying a “Materials Sample” From the Standalone Database to the Server
Database

18. Open SiteManager in the Server mode

19. Double click on the “Pipeline” icon on the Main Panel

20. Double click on the “PM to Server Pipeline” icon on the Pipeline
Panel

21. Click the “Sample/Test Select” tab near the top of the screen

22. In the “Samples List” box, locate the Sample ID that you want to
send to the Server Database

23. Click on that Sample ID

24. Click the “Add” button

Note: You can “Add” as many Sample IDs as you want to this list. If
you “Add” a Sample 1D to the list that you do not want to send to the
Server Database, click on the Sample ID and then click the
“Remove” button. If you decide that you do not want to send any of
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them to the Server Database, click the “Remove All” button.

25. After you have selected all of the Sample 1Ds that you want to send
to the Server Database, click on the “PipeLine Summary” tab near
the top of the screen

26. In the menubar, click on “Services”

27. Click on “PipeLine Data”

28. After you have clicked on “PipeLine Data”, SiteManager will send
the selected Sample IDs to the Server Database.

Note: This will lock the selected Sample IDs on the Standalone
Database. This means that you will not be able to change anything
in this Sample ID while you are logged on to the Standalone
Database.

29. After you have clicked on “PipeLine Data”, look at the “Check In
Status” box near the middle of the screen. It will inform you when it
has finished copying the information you selected. When you see
the message “Check-in is complete.” in the “Check In Status” box, it
has finished.

30. Click on the “Close” button

Note: Materials Samples cannot be Checked back out to the Standalone version once they
are pipelined up. If further editing is needed after the Sample has been Pipelined, it will
have to be done directly on the Server.
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Daily Work Report
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The DWR Panel
Daily Work Reports are created to document the work that is done daily on the Contract.

The documentation of Contract activity includes daily information about the weather, the
personnel who worked at the construction site, the hours worked, the equipment used and
the work accomplished. This data is collected in the field by Inspectors or Field
Engineers working on the Contract.

o The Inspectors record daily information in Daily Work Reports. Typically, for each
Contract, each Inspector submits one Daily Work Report per day to the RE Office.

e The role of the Office Technician in the DWR process is to review the DWRs for
accuracy of quantities reported, verify calculations, and insure that the policies
contained in this guide are followed.

o After review and recommendation for approval by the Office Technician, the Resident
Engineer reviews the DWR and either authorizes it or sends it back to the Inspector to
be modified and resubmitted.

The Resident Engineer creates the Daily Diaries. Each Diary is a collection of the Daily
Work Reports submitted by all Inspectors working on the Contract. Typically, for each
Contract, the Resident Engineer submits one Daily Diary per day. In the Daily Diary, the
Resident Engineer authorizes the Daily Work Reports and enters the time charge
information for the day.

This method is used to enter most of the Contract activity data in SiteManager. This
information is essential for the administration of the Contract.

M siteManager Panel

I ain Pang! T Daily Work Reports[+] ]
E_...:_:: @.
Histary Diary Item - D'WR  Contract ltem - D'WH Template

Adjustments Template DR Template Usage Repart

Il

Process List Reference
T ables[ChwH+]

The DWR Panel
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Daily Work Report

The Inspector creates daily records of construction activity in Daily Work Reports.
SiteManager lets the Inspector create DWRs on a laptop computer in the field. Before the
Inspector can create the first DWR for a Contract in standalone mode, the Basic
Contract Data from the SiteManager Server database must be downloaded to the
Inspector’s laptop computer. However, it is recommended that SiteManager not be used
in standalone mode unless absolutely necessary. After the Basic Contract Data has been
downloaded into the Inspector’s local database, the Inspector can begin creating reports.
Typically, for each Contract, each Inspector submits one Daily Work Report per day to
the Server database. SiteManager will not allow two DWRs by an inspector for the same
contract for the same day.

File Edit Services Window Help

BlF? DEEEEEP

= Daily Work Reports

DWR Info. Contractors " Cantractar Equip. [raily Staff i wiork ltems ¥ Force Accounts
Contract 1D: W Inspector: ,M
DWR Date: | 03/27/13
Locked: o Temperature Weather Conditions
Authorized: flo High: = AM: [~
Authorized Date: [00/00/00 Low: ﬁ P.M.:| =l

No Waork Items Installed: |
Mo Contractors On Site: |
Mo Daily Staff On Site: v

Remarks:

~ Spell Check

Contractor's Work-Rdw
Contractor's Work-Strs
Decisions

Drive Time Thru Projec
EEO/DBE lssues
Engineering Aclivities
Erosion & Sediment Ctl
General Notes
Instructions to Contr.
Materials

Partial Days Charged
Precipitation [amount)
Queue Length

The DWR Info Folder Tab

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 panel
lists all of the DWRs stored on the local database for the selected Contract and the
selected User ID. The User can only access the DWRs stored in the local database unless
the User is logged into the Department’s Network. The User can open any DWR in the
local 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:

e The Daily Work Report has been pipelined up to the Server (when the
user is looking at the DWR in standalone)
e The Daily Work Report has been authorized by the Resident Engineer
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e The Daily Work Report was created by another user

To access the Daily Work Report window:
1. On the SiteManager main panel, double-click the Daily Work
Reports icon.
2. On the Daily Work Reports panel, double-click the Daily
Work Reports icon.
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The Daily Work Reports window has the following folder tabs:

DWR Info

The DWR Info folder tab lets the User create a new Daily Work Report and collect
information about the day for which the report was created. See Section 108.09 of the
RE Manual for minimum information requirements for completing a Daily Work Report.

Contractors

The Contractors folder tab lets the User enter daily data about the Prime and Sub
Contractor(s), supervisor(s), and variable labor (by personnel type). The Contractors
folder tab includes the Contractor’s Supervisors/ Foreman by name. Personnel Type is
not an employee name, but rather a job title such as Electrician , Driver or Heavy
Equipment Operator, etc.

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

Daily Staff
The Daily Staff folder tab lets the User enter daily information on state employees and
consultants on the project that day.

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 in Daily Work Reports is not currently used by the
Department.
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[ x|

Select Date

July 2003
S M TwTF 3
1]z 2 4 &
6 7 & @ 10 11 12
13 14 15 16 17 18 19
20021 ZE 23 24 25 26
27 I 29 50 31

<| |

Cancel |

The Calendar
Creating a Daily Work Report

The first Daily Work Report for a new contract must be created from scratch. To create
the first Daily Work Report for a new contract:

To create a new Daily Work Report:

1. On the SiteManager main panel, double-click the Daily Work Reports
icon.
On the Daily Work Reports panel, double-click the Daily Work Reports
icon.
Click the word Services in the menu bar
Click the word Choose Keys
In the Contract ID list box, scroll to and double-click desired Contract.
Double-click the Date field. The calendar appears.
Advance to the correct month and click the correct date for the new Daily
Work Report.

N

Nookw

You are now ready to begin entering the Daily Information for the
Daily Work Report!

NOTE: Care should be used whenever a pop-up box such as the one shown below
appears in the DWR window. This message prompts you to save the changes that you
have made to a Daily Work Report.

Daily Work Reports

:..’/ Save changes?

Yes Mo | Cancel |

Carefully review the screen and the actions that you have taken and your intent
at the current window. Have you entered the DWR window to access an existing daily
work report-not to create a new one? Or, do you want to save your changes and create a
new daily work report?
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Copying a Daily Work Report

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 copies the following information from the existing DWR:

Contractors on the project
Supervisors

Contractor’s Personnel
Contractors Equipment
Daily Staff

The following information is not copied over from the existing

DWR:

Weather, temperature, and remarks from the DWR Info tab
Installed Work Items
Force Accounts

The Inspector must update the information copied from the existing DWR to the
new day’s DWR to reflect the Contractors, Supervisors, Equipment, and Staff on
site that day. Special attention should be paid to only show the contractors on
site that day.

To create a new Daily Work Report using the copy function:

10.

11.
12.
13.
14.

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

Click the Open button.

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

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

On the Date list box, scroll to and double-click the DWR Date of the DWR
that you wish to copy.

Double-click the Date field. The calendar appears.

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

Click Ok.

Click the Yes button for the message box asking if Contractor information
should be copied.

Click the Save button.

Click the desired folder tab.

Modify the data appropriately.

Click the Save button.

Note that the Contractor information, equipment, and daily staff information are
copied over, but the work items are not. You must still enter the DWR Info for the

day

(weather, working conditions, time charged, etc.) and the work items

accomplished for the new day.

Tip: The DWR being copied must have been authored by the user

copying it.
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BlFE D@ E

|
DWH Info. Contractors " Cortractar Equip. [raily Staff i Wwork [tems ¥ Force Accounts
Contract ID: |DWHRTS33 Ingpector:  [Benjamin C. Browning
DWR Date: | 01/27/12
Locked: ﬁo Temperature Weather Conditions
Authorized: Mo High: | ©5 ﬁ A | Partly Cloudy [
Authorized Date: [00/00/00 Low:| 41 -2 P.M.; |Partly Clouely =]

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

Remarks:

Accidents # | |Jimmy Jones - Setting forms for AC Box Culvert walls at Sta. 233+15. Spell Check
Contractor's Work-Rdw [Z

Contractor's Work-Strs
Decisions

Drive Time Thru Projec E
EEO/DBE lssues
Engineering Aclivities @
Erosion & Sediment Ctl
General Motes

Instructions to Contr.

M aterials

Partial Days Charged

Precipitation [amount]

Queue Length e
w

The DWR Info Folder Tab

Entering Basic DWR 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. 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 following items are input in this form. See Section 108.09 of the RE Manual for

minimum information requirements for completing a Daily Work Report.

o Weather conditions
o AM
o PM
e High and low temperatures for the day
o The Locked field indicates the state of the DWR.
o Alocked DWR has been transferred via pipeline and zip to the Server
database and has not been transferred back. If either the Locked or
Authorized field displays Yes, the User can not modify the DWR.
e The Authorized field indicates the state of the DWR.
o Anauthorized 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 will clear automatically.
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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. See the RE Manual (Section 108.09) for a list of the required Remarks
fields and the frequencies at which they must be populated.

To modify basic DWR Info folder tab:

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

2. Press the Tab key.

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

4. Inthe A.M. drop-down list, click the expand arrow to the right
of the current selection and click the desired choice.

5. Inthe P.M. drop-down list, click the expand arrow to the right of
the current selection and click the desired choice.

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

7. Click the Save button.
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Modifying Contractor Activity

The Contractors folder tab in Daily Work Reports lets the User enter daily data on the
Contractor, supervisor(s), and labor (by personnel type). Equipment usage is recorded on the
Contractors Equipment folder tab. When the User creates a Daily Work Report, the User can
copy the Contractor information from the viewed DWR for the Contract. This includes any
recent modifications of the Contractor information.

If the User chooses not to copy the Contractor information, the User can select the
Contractor from a drop-down list of Contractors and Subcontractors who are authorized to work
on the Contract. The Prime Contractor is always at the top of the drop-down list. Only
subcontractors with approved subcontracts that have been entered into SiteManager for the
project are accessible from the Contractor drop down list.

The User must select a Contractor before recording installed work items. At a
minimum, a supervisor should be shown for each day that the Contractor is performing work
on-site.

The records that appear on the drop-down lists are stored on the Contract’s Master Lists
covered in a later section. To add a record (supervisor, personnel type, etc.) that does not
appear on a drop-down list, the Inspector must contact the RE Office to have the needed items
added to the Contract Master List.

1 AASHTO SiteManager
File Edit Services Window Help

mmeE? DSy E CBE

| DR Info. “" Contractors * Caonbractor Equip. ¥ D aily Staff ¥ ‘whork, [tems " Force Acocounts
Contract ID: IU2UUB4 Inspector: [David Henning  Date: [06/01/03
Nbr of Nbr of Contractor
Contractor Supervisors| Workers | Hrs Worked

DEON10 DEON CONSTRUCTION CO., INC. * PRIMES

Hours
Supervisor/Foreman Name Worked

Mbr of
Persons

Hours Tuotal
Worked Hours

Personnel Type

The Contractor Folder Tab

The Prime Contractor and Subcontractors

The Contractor drop-down list will contain the Prime Contractor and any approved
Subcontractors. The Subcontractor’s items are entered by the Construction Office using
the Subcontract window of the Contract Administration component. If an approved
subcontractor is not shown in the drop-down list for your project, contact the RE Office
Technician or the Construction Office to see if the subcontract data has been entered into
SiteManager.

To show the Contractors on site for the day from within the Daily Work Report:
1. Click the Contractors folder tab.
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2. Toadd a Contractor, click on the Contractors field then click the
New button. Then click the Contractors drop-down list, then click
the expand arrow and click the desired Contractor. Then Click the
Save button.

3. To delete a Contractor, click on the Contractor you want to delete
then click the Delete button. Then click the “Yes” button. Then
Click the Save button.

The Contractor Supervisor

The supervisor drop-down list will contain supervisors that have been added to the
Contract Master List for each contractor.

To edit supervisor data on a Daily Work Report from within the Daily Work Report:
1. Click the Contractors folder tab.

2. If there is more than one Contractor listed, click the Contractor who
employs the supervisor.
3. If you want to add a Supervisor

a) Click the Supervisor field then click the New button. An
empty row is added to the list.

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

c) Pressthe Tab key.

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

e) Click the Save button.

4, If you want to delete a Supervisor

a) Click the Supervisor field then click on the Supervisor that
you want to delete.

b) Click the Delete button.

c) Click the Yes button.

d) Click the Save button.

The Contractor Personnel

The personnel drop-down list will contain personnel types (job titles) that have been
added to the Contract Master List.

To edit a personnel type on a Daily Work Report from within the Daily Work Report:
1. Click the Contractors folder tab.
2. If there is more than one Contractor listed, click the Contractor who
employs the worker.
3. To add a personnel type
a) Click the Personnel Type field and click the New button. An
empty row is added to the list.
b) In the Personnel Type drop-down list, click the expand
arrow and click the desired personnel type.
c) Pressthe Tab key.
d) Inthe Nbr of Persons field, type the number of workers of
this Personnel Type who worked on this date.
e) Pressthe Tab key.
f) Inthe Hours Worked field, type the number of hours
worked by this Personnel Type on this date.
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g) Click the Save button.
4. If you want to delete a personnel type
e) Click the Personnel Type field then click on the Personnel
Type that you want to delete.
f) Click the Delete button.
g) Click the Yes button.
h) Click the Save button.

Modifying the Supervisor and Personnel Type Master Lists

Master Lists of personnel types and supervisors are maintained for each Contractor on
each Contract. The Master Lists are maintained by specific personnel who have been
assigned this responsibility. There is one person per RE Office that has been assigned
this responsibility. This responsibility requires access at the Office Tech level or higher.
Records on the Master Lists that are marked as Active are displayed on the drop-down
lists on the Contractors folder tab. Master List maintenance is covered in a later section.
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Modifying Contractor Equipment Activity

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 I1Ds 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 piece of equipment that does not
appear on the drop-down list, the User must contact the RE Office and request to have the
equipment added to the Equipment Master List.

¥ AASHTO SiteManager

File Edit Services ‘Window Help
mlee DSsaE OBAE|
FDaily work Reports

['w/'R Info. ¥ Contractars Contractor Equip. * [iaily Staff T otk ltems " Force Accounts
Contract 1D: ID2DDB4 Inspector: IDavid Henning Date: IDB.-"D‘I A03
MNbr of Mbr of Contractor
Contractor Supervizors| Workers | Hrs Worked

DEOWIO DEON COMSTRUCTION CO., INC. * PRIMES

MNbr. of
Equipment ID - Description Pieces

1 Bucyruz-Erie 3500 Track Crane LI 1

Nbr Hours
Used Used

The Daily Contractor Equipment Folder Tab

To edit equipment on a Daily Work Report:
1. Click the Contractors folder tab.
2. To add a piece of equipment
a) Be sure the contractor who supplied the equipment is listed
on the Contractors tab.
b) Click the Save button.
c) Click the Contractor Equipment folder tab.
d) If there is more than one Contractor listed, click the
Contractor who supplied the equipment.
e) Click the Equipment ID-Description field and click the
New button. An empty row is added to the list.
f) Inthe Equipment ID drop-down list, click the expand
arrow and click the desired equipment ID.
g) Press the Tab key.
h) In the Nbr of Pieces field, type the number of pieces of this
equipment present on this date.
i) Pressthe Tab key.
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i) Inthe Nbr Used field, type the number of pieces of this
equipment used on this date.

k) Press the Tab key.

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

m) Click the Save button.

3. To delete a piece of equipment

a) Be sure the contractor who supplied the equipment is listed
on the Contractors tab.

b) Click the Contractor Equipment folder tab.

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

d) Click the piece of equipment you want to delete

e) Click the Delete button

i) Click the Yes button.

j) Click the Save button.

Equipment.

See Section 108 of the RE Manual for minimum recording requirements of Contractor

Rev. 2-1-14 52





SiteManager RE Office User’s Guide

Modifying the Equipment Master List

A Master List of equipment is maintained for each Contractor on each Contract. The
Master List is maintained by an administrator or specific personnel who have been
assigned this responsibility. This responsibility requires access at the Office Tech level
or higher. Records on the Master List that are marked as Active are displayed on the

drop-down list on the Equipment folder tab. Master List maintenance is covered in a
later section.

FJAASHTO SiteManager

File Edit Services Window Help
T8 DR OBE

FDaily work Reports

[ R Info. ¥ Contractors " Corlractor E quip. Daily Staff i ‘whork, [tems " Force Accounts
Contract ID: ID2DDB4 Inspector: IDavid Henning Date: IDB.-"D‘I 03
Staff Member 5/C o1l

‘Work Reg. oT Starti
Code Hours | Hours |¥ehicle ID | Milea

The Daily Staff Folder Tab

Modifying Daily Staff Activity

The Daily Staff folder tab lets the User enter daily information on state employees and
consultants.

The User selects staff members from the drop-down list in the Staff Member field. The
records that appear on the drop-down list are stored in the Contract’s Master List. To add

a record that does not appear on the drop-down list, the record must be added to the
Contract’s Master List.

To edit Daily Staff activities:
1. Click the Daily Staff folder tab.
2. To add a Staff Member
a) Click the Staff Member field and click the New button.
An empty row is added to the list.
b) In the Staff Member drop-down list, click the expand
arrow and click the staff member’s name.
c) Click the Save button.
3. To delete a Staff Member
a) Click on the Staff Member you want to delete.
b) Click the Delete button.
c) Click the Yes button.
d) Click the Save button.
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See Section 108 of the RE Manual for minimum recording requirements for Daily
Staff.

Modifying the Daily Staff Master List

A Master List of daily staff is maintained for each Contractor on each Contract. The Master
List is maintained by an administrator or specific personnel who have been assigned this
responsibility. This responsibility requires access at the Office Tech level or higher. Records
on the Master List that are marked as Active are displayed on the drop-down list on the Daily
Staff folder tab. Master List maintenance is covered in a later section.
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Selecting and Recording Work Items

The Work Items folder tab lets the User view and add daily 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 Select Work Item buttons let the User toggle
between two different versions of the Work Items folder tab.

To enter data, the User double clicks the Work Item. This displays the Record Work Items folder
tab on which the User can view and add daily data.

e

The Record Work Item and Select 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 Select Work Item button is selected, the
Select Work Items folder tab lists Work Items for the selected Contract. The Work Items are
listed in ascending order by Item Code.

The User can sort the list. Each column has a heading at the top of the list. The column
heading appears on the list regardless of the location of the current work item selected.

Each column heading is a button. To sort the work item list by the Description, click on the
word “Description”. To sort the work item list by the Item Code, click on the word “Item Code”.

If an Item has installed quantities for the selected DWR, the Installed check box is checked.
The user can sort the work item list by the “Instld” column. This is extremely helpful in
reviewing the work items on a DWR. To sort the work item list by the Instld, click on the word
“Instld”. All work items that have installed quantities on them will be sorted to the bottom of the
list.

=
i DR Info. Contractors " Contractor Equip [Draily Staff il ‘Work Items " Force Accounts
Contract ID: W Inspector: |Een|am|n C. Browning Date: |E|3f2?.r‘1 3
Project Line Item [ProposalLine [ Category ~
Humber Humber Number Category Description Item Code [Description
[ ROADWAY ITEMS 18" R.C.PIPE CULVER
v |0on3 {WilE] oot [ROADWAY [TEMS 202003 R&D CURB AND GUTTER
v DwRT993  [0004 o004 00m [ROADWAY ITEMS 210201 JUNCLASSIFIED EXCAYATION
v DWwWRT939  [000E (S oot [ROADWAY ITEMS 407382 |AB(PGTE-22)ACHM SURF(1/2")
v DWwRT999 0033 o033 0o [ROADWAY ITEMS 2012 [CLEARING
[~ DwRT33  [ooo2 ooz oo [ROADwWAY ITEMS 202047 R&D OF CONCRETE ISLANDS
[ DwRT939  [000S |ooos oot [ROADWAY ITEMS 210607 |COMP ACTED EMBANHMENT
[ DwRT99S  [0007 o007 00m [ROADWAY ITEMS 407152 M2 M ACHM SURFACE(/2%)
[ DwRTZ39  [odo2 odoe oo [ROaDwEY ITEMS 401011 [TacK coaT
[~ DwRT939  [0009 o009 oot [ROADWAY ITEMS 402112 MINERAL AGGRIN A .5.T.(CLZ)
[ DwRT99  [0010 oo 00m [ROADMWAY ITEMS 402202 POLY MODLCAT EMULS. ASPHICRS
[ DwRT33  [o011 o011 oot [ROADWAY ITEMS B03007 MAINTENANCE OF TRAFFIC
| DWwARTA39 0012 [om2 0ao1 [ROADMWAY ITEMS B04007 BIGNS
[ DWRT333  [0013 o013 0ao [ROADMWAY ITEMS E04021 [TRAFFIC DRUMS
[ DwRT939 [0074 o014 oot [ROADWAY ITEMS E0B392 [SELECTED PIPE BACKFILL
| DWwRTS39 0015 o015 0ao1 [ROADWAY ITEMS E20011 [BEEDING
[ DwRTE33  [omie [oms oo [ROaDwEYT ITEMS 20021 MULCH COVER 3
< >

The Select Work Items Folder Tab
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Minimum requirements of a DWR Work Item record in SiteManager that reports
installed quantities are given in Section 108 of the RE Manual.

REMEMBER that in order to record work items for a contractor or subcontractor, you
must have shown the contractor performing the work as present on the job under the
Contractors folder tab.

To select a Work Item from within a Daily Work Report:
1. Click the Work Items folder tab.
2. Inthe Work Item list box, scroll to and double click the work
item whose installation needs to be recorded.

Rev. 2-1-14 56





SiteManager RE Office User’s Guide

Recording a Work Item

File Edit Services Window Help

Bl D g B se@> A

= Daily Work Reports

['/R Info. I Conbractors i Contractor Equip. i [Draily Staff Work Items i Force Accounts
Contract ID: (090179 Inspector: |Beniamin C. Browning Date: |‘I‘I.-"1 0/09
Project Nbr: 090179C Line Itm Nbr: | 0200 Item Code: /505020 Category Nbr: 000
Item Desc: 18" RENFORCED CONCRETE FIFE CLILVERTS (CLASS I Unit Price: $20.00000

[CROSS DRAINS
|

Aty Reported to Date: 1342.000 Bid @ry: [365.000 Units Type:| LF
Status: [Active Qty Paid to Date: 1,167.000 Current Contract Qty: |1565.000
Loc Seq Mbr [Location Installed Placed lJl_v Templt Used
e =T S R R
|2 MAIN LANES [ B nuu||_
Placed Qty: | 125.000 Contractor: |JIMMY JONES EXCAVATION, INC. = PRIME = Ja|
Loc Seq Nbr: |1 Location: ([ i

Station tance Station DOffset Distance
From: | 123 +|| 45.000 HT| 000 To:| 124 +|| 70.000 HT| .0an

Material Inspection Detail

Material Component Cont Est Matrl Oty Reprt Matrl Oy
JOINTSEALER 1,565.000 1,167.000
BOGRCPC 1,565.000 1,167.000
CENSITY35 1,565.000 1,167 .000
PROCTOR 0.000 0.000

The Record Work Items Folder Tab

The upper portion of the window displays the project number, the line item number, the item code, item
description, supplemental item descriptions, and contract information for the item selected.

The Quantity Reported to Date is the total of all reported quantities for this item for all Daily Work
Reports, both authorized and unauthorized.

The Quantity Paid to Date shows the total of all authorized daily work reports that have been included in
an estimate. The quantities shown in this window are not updated until after an estimate has been
processed and fully approved and the basic contract data is re-downloaded to the PC (when working in
standalone mode).

The Bid Quantity shows the plan quantity (as shown in the Contract) for this item.

The middle portion of the screen shows any locations and quantities that you have reported for this item
for this day with entry details shown immediately below. Procedures for entering data in this section are
described on the following pages.

The bottom portion shows the materials requirements for the selected DWR work item. More information
related to Materials requirements in SiteManger are discussed in a later section.

To go back to the listing of pay items, click on the Select Work Item button (the open book). Note that
after quantities have been recorded for an item, a check mark will appear in the Installed Column on the
pay item listing. This indicates to any reviewer that a pay quantity has been reported on this DWR for
that item.
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Work Items are very important since installed work items from the DWRs authorized by the
Resident Engineer in the Diary window are used by the Contractor Payments component of
SiteManager as the basis for paying the Contractor in an Estimate.

To record a Work Item after selecting the item:
1. Click in the center portion of the Daily work Reports window.
Click the New button (The new button will only be available if at
least one Contractor has been shown on the Contractors tab). An
empty row is inserted on the Record Work Item List.

2. Inthe Placed Qty field, type the quantity of the item installed at
this location. Important Note: If the Placed Qty field is greyed
out, a DWR template must be used to populate this field. In this
case please refer to the section of this manual titled Selecting and
Recording to a DWR Template for instructions on using a DWR
template to populate this field.

3. Inthe Contractor drop-down list, click the expand arrow and
click the name of the Contractor performing the work.

4. Pressthe Tab key.

Indicate the location where the item was installed by using the
Location field (Ex. MAIN LANES, CITY STREET, ETC.).

6. Show basis of estimate that is used to determine the quantity reported using
the Remarks button. This would include basis of payment such as % of plan
guantity, actual field measurement, verified plan quantity, etc. Note: On
contracts where DWR templates have been activated, the basis of estimate
should not input in the Remarks field. The template dictates the basis of

=l

Remarks Icon (without remark recorded and with)

The Remarks field is also used to show any calculations necessary to support the
value entered in the Placed Quantity field. Calculations and drawings may be
performed on the DWR Supporting Documentation pads (available through the
Reproduction Section of Programs and Contracts Division) or other documents.
Refer to the RE Manual for minimum information on Supporting Documents.
Note: When DWR Templates are activated on a Contract, all calculations must
be contained in the DWR template, not in the Remarks field.

7. A Begin Station is required for proper documentation, in the From Station
field, type the Station ID that identifies where the installation of this Work
Item starts.

9. Press the Tab key.
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10.

11.
12.

13.

14.

15.

16.

17.

18.

19.
20.

21.

In the From Station Offset field, type the offset from the Station ID that
identifies where the installation of this Work Item starts (Lt, Rt, Lt & Rt, or
CL).

Press the Tab key.

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

Press the Tab key.

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

Press the Tab key.

In the To Station Offset field, type the offset from the Station 1D that
identifies where the installation of this Work Item ends (Lt, Rt, Lt & Rt, or
CL).

Press the Tab key.

In the To Station Distance field, type the offset distance from the Station 1D
that identifies where the installation of this Work Item ends (if appropriate).

Click the Save button.

Repeat steps 1-19 for additional locations where the work item was installed
on this work days.

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

The following procedure should be followed when recording a work item quantity for items recorded
using the AHTD OTTRS System (such as Aggregate Base Course, ACHM courses, Stone Backfill, etc.):
e Follow Steps 1-4 above, entering the final quantity for the day’s haul from

OTTRS (which will include moisture corrections, deductions for asphalt binder

in ACHM courses, etc.) in the Placed Qty field. Note: If the Placed Quantity

field is greyed out, a DWR template must be used to enter the Placed Quantity.

See the DWR Template portion of this manual for further instructions related to

data entry through a DWR Template.

e Step 5: In the Location field, enter a reference back to the OTTRS system,
such as: “See OTTRS Report No. _.”

e Step 6: Using the Remarks button on the Record Work Item window, record
the general locations where the material was placed. It is not necessary to show
all locations or the quantity breakdowns from the OTTRS report. The intent is
to show, in general, where the work was performed. See the figure below for
an example.

e Step 7: Click the Save button.

NOTE: The Resident Engineer may direct that quantities for items reported using the
Department’s OTTRS System be entered into the SiteManager DWR by either the project
inspector or by a RE Office Staff member.

File Edit Services ‘Window Help

BERFT DS gI" QD e>BF A

= Daily Work Reports

DR Infa. Contractors Contractor E quip. [Draily Staff Work Items Foice Accounts

Contract ID:  |030179 Inspector: |BEniam\n C. Brawning Date: |11f1 0/09
Project Hbr: 03017 Remarks [General Remarks] :
Item Desc: BOGREGAT [5ta 32400 - 45+00 Lt Lane Spell Check
Sta. 60+00 - 72+00 Rt shoulder
—
Qty Ri
Status: lactive g
I Loc Seq Mbr |Location In|
%
Placed Qty: | 521.E50 Contractor: |JIMMY JONES EXCAYATION, INC. = PRIME = |
Loc Seq Mbr: [1 Location: |SEE E-Tickets Report No. 22

Station Offset Distance Station Difset Distance
From: | .000 | 000 To- + .00 | 000

Material Inspection Detail

Material Component Cont Est Matrl Gty Reprt Matr] Oty
PROCTOR 30,543.000 17,468 400
303CLT 30,543.000 A7 466400
BASEDEPTH 30,543.000 17,468 400
LAABRASION 30,543.000 A7 466 400

Sample DWR showing OTTRS Item Comment recorded using
the work item Remarks icon.
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DWR Template
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Selecting and Recording to a DWR Template

DWR Templates are used to calculate values for work items and those values can be
returned to populate the Placed Qty field of the Daily Work Report.

DWR templates functionality may be fully utilized, including the capability to return
values from the templates to the Placed Qty field of the Work Items tab within the Daily
Work Reports panel. 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 and Recording
Data to DWR Templates.

A DWR template has a functionality called multi-line. This functionality means that a
single DWR template can have an unlimited number of “pages” filled out. The DWR
template has two parts to it, a Header Template and a Detail Template. The Detail
Template contains the multi-line functionality that allows multiple pages of detail to be
populated. The Header Template will take the sum of all of the multi-line pages and use
that value to report back to the Work Item Entry.

When the Record Work Item button is selected the Record Work Items window displays
information on the selected Item for this DWR. The Record Work Items window allows
the User to view existing data for the Work Item or add new data. Any DWR Templates
associated to the selected Item are also available from this window for viewing or
entering data.

To Access a DWR Template, navigate to the DWR Template window by clicking
the DWR Template button or selecting Services/Edit/View Work Item Template
from the menu bar.

File Edit Services ‘Window Help

BEEEE? DS IR 9 Q%E‘A

¥ Daily Work Reports
DR Infa. 1 Contractors i Contractor Equip. D aily Staff Work Items Force Accounts
Contract ID: |0E0920 Inspector: |Ben|am|n C. Browning Date: |E|5JE|5."EIE
Project Mbr: 00320 Line Itm Nbr: | 0061 Item [21:|de:|53200'I Category Hbr: o001
Item Desc: COMCRETE ISLAND Unit Price: $35 00000
[
[
Qty Reported to Date: 2003.990 Bid Qty: 525.000 Units Type: |SQ7D
Status: [Active Oty Paid to Date: 85.580 Current Contract Qty: 525000
Loc Seq Mbr [Location Installed Placed Qty. [Temph Used
T e TR ——
|2 [Main Canes | 6670w
[3 [MAIN LENES | 5810V 3
Placed Qty: | 11.110 Contractor: |SP& CONSTRUCTION CO., INC. * PRIME * |
Loc Seq Mbr: |1 Location: [MAIN LANES
Station Dffset Distance Skation Ditset Distance
From:| 12 4] 50000 RT| 00" Te: + .ooa | .oog

The Work Items Panel

The DWR Templates panel opens and 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.
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File Edit Services Window Help

BRF? DS g #«B

1 pwr Template

Contract: |DBDSBD Inspector: |Beniamin C. Browning DWHR Date: |05/05/09
Project Nbr: 050930 Line Itm Nbr: [00E1 Loc Seq No: [l
Item Code & Desc: [£32001 |COMCRETE ISLAND
Template ID Description Used Detail/ Returns
Multi Line ¥alue

The DWR Templates Panel, Template ID Window
Once the DWR Template has been chosen the User can enter data into the template.

File Edit Services Window Help
X DS gE s+ B

E DWR Template - MSOYDR2V2

Contract: 060380 Ingpector: Benjamin C. Browning DWR Date: |05/05/09
Project Nbr: 160360 Line Itm Nbr: [0051 Loc Seq Mo:[1
Item Code & Desc: [532001 |CONCRETE ISLAND

Actual Field Measure (SOYD)
Measured Quantity 26.00 SQUARE YDS

Previously paid at this | i .00 SHUARE YDS
Quantity to be Paid 2500 SQUARE YDS
Remarks |
|
-
Rectangle Fow? of 3

Length 0. LINEAR FT

Width 0. LIMEARFT
k « Apply as a Positive
Area 0.00 SQUAREFT | ™ Apply as a Hegative

Remarks |

Trapezoid
Length 1 100 LIMEAR FT

Length 2 10.0 LINEARFT

Width 10.0 LIME&AR FT & Apply as a Positive
Area 100.00 SEUAREFT | Apply as a Hegalive

Bamark = r

The DWR Template

To Record Work Item Data to DWR Templates:

1. To invoke the DWR Template window click on the DWR
Template button or select Edit/View Work Item Template
Data from the Services menu.

2. The DWR Template ID window displays the Templates
available for use with the selected Work Item. Choose a DWR
Template to record data to and click the Record Template Data
button or choose Record Template Data from the Services
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o ks

menu. You can also doubleclick on the selected DWR Template.
The DWR Template is displayed.

The DWR Template window can be resized by the user to make
data entry and viewing simpler.

Enter the appropriate data into the fields of the DWR Template.
If multiple occurances of the same shape are needed, then a new
“page” of the Detail portion of the template (the lower window)
can be used by clicking on the New button in the menu bar. The
Header portion of the template will sum the results of all pages
for reporting back to the Work Item window.

Click the Save button or select Save from the File menu when
the data is fully entered into the Template (or at any interval
where the entered data should be saved to the database).

Click the Close button or select Close from the File menu to
return to the Record Work Item window. The Placed Qty field is
now populated with the value from the DWR Template and the
Templt Used box is checked.

The Template can be edited at any time until the DWR is
authorized by repeating the steps above.
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Recording to a Material Sample Through the DWR
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A Materials Sample is the form that SiteManager uses to allow a user to input testing data
in a format that will credit SiteManager’s testing requirements for construction materials.

A Materials Sample can be created through the DWR Work Items window or through the
Materials Management tab of SiteManager. This section discusses the process of
creating a Materials Sample through the DWR Work Items window. The process for
creating a Materials Sample through the Materials Management tab is discussed in a later
section.

Although anyone with Contract Authority may edit an unauthorized Materials Sample
that has been created through the DWR Work Items window, only the creator of the
DWR can create a Sample in the manner discussed below.

File Services  Window  Help

Bl £ 28

E Material Inspection Detail

Contract ID: 090179 Inspector:  |Benjamin C. Browning DWER Date: [11/10/09

Project Nbr: | 030179C Line Itm Mbr: | 0200 Item Code: 08020 Category Nbr: | 0001
Item Desecript: 13" RENFORCED CONCRETE PIPE CULYERTS (CLASS I Unit Price:|  $20.00000
Supp Desc 1: [CROSS DRAINS
Supp Desc 2: |

Aty Reported to Date: ’w Bid Qty: ’W Units Type: ’T

Oty Paid to Date: 1.167.000 Current Contract Oty: [1565.000
Status: Ective

M aterial Component Cont Est Matrl Reprt Matrl Conversion Contract DWH

Oty Oty Factor S&T Sample

1,167.000

DENSITYS5 1.565.000 1.067.000 1.0 v [
JOINTSEALER 1.565.000 1.67.000 1.0 v [
PROCTOR 0.000 0.000 0.0 v [
Test Method 5 ling Rate 5 ling Freq 3 A 1} thod Sample Type
Mircert-tir Certified Delivery Tickets 1.0 5000.0 CERT-Supplier/Contractor Certifice 04 -Acceptance
QPL3-Qualified Products List 1.0 5000.0 QPL -Qualified Products List 04 -Acceptance
1epcB-RCPC Mizc. Certificationd 1.0 RO00.0 DTST-Department Test 04 -Acceptance

Material Inspection Detail Window

To Record to a Materials Sample:

1. To invoke the Material Inspection Detail window click on the
Open Material Inspection Detail Window button or select
Open Material Inspection Detail Window from the Services
menu.

2. The Material Component window displays the Material Codes
that have been established for the selected work item. The Test
Method window displays each Test Method that has been
establish for this Work Item/Material Code combination.

3. Select the Material Code that contains the Test Method that is
desired for entry of Materials Test data by clicking on the
appropriate Material Code record so that it highlights.

4. Click on the Create a Sample for Selected Material button or
select Create Sample from the Services Menu. See the Section
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in the Manual on creating/editing a Materials Sample for
instruction on completing a Materials Sample.

If a User desires to edit an unauthorized Material Sample
previously created for the selected Work Item, highlight the
Material Code that the Sample was added under and click the
Open Sample Window button or select Open Sample from the
Services menu. Only Material Code records containing a
checkbox in the DWR Sample column have existing Material
Samples that can be opened from the Material Inspection Detail
window.

Click the Close button or select Close from the File menu to
return to the Record Work Item window.

Refer to Materials Module section of this manual for more
information on completing a Materials Sample in SiteManager.
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SARS Reports for reviewing DWR entries

The following SARS menus and reports should be used to review DWR entries.

Daily Work Reports By Project

The reports contained in this menu screen should be used to review DWRs and Diaries for a specific
project during a specific time frame. This menu screen can also be used to review DWR template data on
DWRs for a select project across a specific time frame.

Work Item History

The reports contained in this menu screen should be used to review all entries across a selected project for
a particular work item entry.
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SiteManager Access Reports System (SARS)
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AHTD SiteManager Access Reports System (SARS)

The Department has developed a separate system from SiteManager that queries the
SiteManager database to provide various reports. This system is called the SiteManager
Access Reports System (SARS) and can be downloaded from the following location on
the LAN:

\\csd4\construc\siteman\access\Office 2010\SARS2010.exe

A shortcut labeled SARS (or SARSWIN7 on Windows 7 machines) will be placed on
your desktop.

Minimum system requirements for using SARS on a local computer:
- Microsoft Access 2010
- SiteManager 3.13a

If you do not have one or either of these minimum requirements, you can either have
them installed by Computer Services or you can access SARS via Terminal Server. See
the Section entitled Accessing SiteManager through Terminal Server at the beginning of
this manual for instructions on how to access Terminal Server.

SARS should be used to view all information stored in the SiteManager database.
Sitemanager contains some basic reporting features, however these reports have not been
created by AHTD and Systems Administration cannot guarantee the accuracy of any
report contained inside of SiteManager.
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Diary
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File Edit Services Window Help

ElFE DEEE @F

" Authorize Charge i

Contract ID: |090173
Diary Date: | 11/10/09 = Last Modified User 1D: Creator User ID: BCBC432

Inspector | Authorized | Authorized Date [D'WR Template
Benjarnin C. Browning [ 00/00/00 [

The Diary Authorize Folder Tab

The Resident Engineer 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. The Diary panel has two
folder tabs:

e Authorize

e Charge

The Resident Engineer uses the Diary window to perform three functions:

1. Create a new or open an existing Diary for a specific contract and day
2. Authorize the Daily Work Reports (or not)
3. Apply Charges for a specific contract and day
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Creating a New Diary

The Diary Authorize folder tab lets the Project Manager create a Diary. 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 RE 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.

HE x

Select Date

August 2004
S M TwTF §

1 2 2 4 5 6 7
2 9 10 11 12 13 14

15 16 17 12[18 20 21
7 73 24 16 26 27 28
29 30 31

< a5

oK I LCancel |

Tip:  The User cannot enter a date that is after the current system date. 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
All DWRs for the date selected that have been pipelined up to the server will be displayed.

File Edt Services ‘Window Help
ERPFY DEE JE EBR
ﬂDiarg«r

" Authorize ~ Charge

Contract ID: 060330
Diary Date: | 01/06/04 Last Modified User ID: |SYSTEM Creator Uger ID:

Inzpector Authorized | Authorized Date [DWH Template
I Steve . Morgan gozd [ W |
‘william Pakarny v 03/02/04 o
v 03/02/04 u

Greg QOliver

The Diary Screen
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To create a new Diary:

1. On the Daily Work Reports panel, double-click the Diary icon. The RE
must be logged into the REOFFSV group to create a Diary. The Diary
Authorize folder tab opens.

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

Remember that the Open button only opens an existing diary. It does not open
the DWRs for review.

3. Inthe Contract list box, scroll to and click the desired Contract.

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

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

6. Click the Save button.
7. Click Ok.
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Previewing Daily Work Reports
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.

Alternatively, the Daily Work Report may also be reviewed using the SiteManager Access Reports System (SARS).

This system allows the viewing of several DWRs at one time and is available for full screen viewing. Systems
Administration highly recommends using SARS to review DWRs instead of using the SiteManager reports.

To preview a Daily Work Report from within SiteManager:
1. The Diary Authorize folder tab displays the Daily Work Reports submitted for this date.

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

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

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

Authorizing Daily Work Reports

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, the system 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. However, if the diary has been included in an estimate, the authorized DWRs
cannot be unauthorized.

If the Resident Engineer chooses not to authorize a Daily Work Report, the creator of the Daily
Work Report can continue to modify the DWR.

By authorizing a Daily Work Report, the Project Manager 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 authorized Daily Work Report has been used in an approved Estimate it cannot be
unauthorized or changed in any way.

To authorize a Daily Work Report:
1. On the Daily Work Reports panel, double-click the Diary icon. The Diary Authorize folder
tab opens.

Create a new diary or open an existing diary.

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

Click the Authorized check box. The system date is inserted into the Authorized Date field.
Click the Save button.

ok~ N
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File Edit Services Window Help

ElFY Dec gl @@
EDiar\_f

" Authorize °

Contract ID:  |180350

Diary Date: | 01/06/04  Last Modified User ID: |[SYSTEM Creator User 1D:

Inspector Authonized | Authorized Date [DWR Template
T

I rgan
“wiliam Pokarny v 03402404 [
Greg Oliver v 03/02/04 | |

Charge

The Diary Authorize Tab
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Creating Charge Days and No Charge Days

The Diary Charge folder tab lets the RE record the official time charge for each day. The RE
reviews the Daily Work Reports in the Diary to determine if work was performed on the Contract. If
work was performed, a Full Day charge can be assessed. A No Charge day is a day on which no time is
assessed against the project in accordance with the Standard Specifications. For No Charge days, the
User must select a reason from the drop down list to explain why time was not charged.

To assess time charges on a diary:
1. On the Daily Work Reports panel, double-click the Diary icon.

2. Create a new diary or open an existing diary.
3. Click the Charge folder tab.
4

In the Charge Type field, click either Full Day or No Charge. Note that the default diary is
to charge a full day.

5. If the charge type is “No Charge”, in the Credit Reason drop-down list, click the expand
arrow and click the reason for not charging the day.

The Credit Reasons available to not charge time on Saturdays have been revised. When not charging time
on Saturday, select one of the following three reasons:

e Sat.-able to emp. 60%NFE,elected no wk — This credit reason should be selected when the
working conditions are good and the Contractor could work and employ 60% of his/her normal
forces and equipment, has chosen not to work.

e Saturday-Cont. Unable to Employ 60% NF — This credit reason should be selected when the
working conditions are poor and the Contractor could not work and employ 60% of his/her
normal forces and equipment.

e Saturday — no work requiring inspection — This credit reason should be used for Saturdays
where no work is performed that requires inspection by AHTD personnel.

Similarly, the Credit Reasons available to not charge time on Sunday have also been revised. When not
charging time on Sunday, select one of these three reasons:

e Sunday — No time charged — used on normal working day projects where no work is permitted
on Sundays.

e Sunday-Cont. Able to Employ 60% NF&E — On some contracts, the Contractor can work on
Sundays where inspection is required. If this is the case on your contract, this credit reason
should be selected when the working conditions are good and the Contractor could work, but he
or she has chosen not to work.

e Sunday-Cont. Unable to Employ 60% NF&E. - On some contracts, the Contractor can work
on Sundays where inspection is required. If this is the case on your contract, this credit reason
should be selected when the working conditions are poor and the Contractor cannot work.

6. Click the Save button.

The Partial Days Charged remark field in the DWR is used when time is computed under a Partial Work
Order. Fractional days (1/4, 1/3, etc.) will be shown by the Inspector in this remark field until the Full
Work Order is issued. At that time, any accumulated fraction of a day will be dropped and the inspector
will strictly use the Time Charged remark field to indicate whether time was charged. When under a
Partial Work Order, the Resident Engineer will not charge a Full Day in the Diary until the fractions
shown in the Partial Days Charged remark field on the inspectors DWRs are equal to a full day. Use the
Credit Reason “Partial Work Order” for all Diary dates that a Full Day is not charged. On current
estimates, the days charged will be shown as a whole number by dropping any accumulated fractions up
to that date; however the fraction should continue to be carried in the DWR remark field until the Full
Work Order is issued.
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File Edit Services ‘Window Help

BlFY DEadR

iany

futharize ~ Charge

Contract ID: [090179

Charge Type

Date: [11/13/09

" Full Day
+ Mo Charge

Credit Reason

=l

Adj Total Diary Charge Days:

146

Miztn
Nbr

Hile:

S aturday-contractor elected not to work,
S aturday-no time charged

S aturday-no work requiring inspection
Sunday - Mo time charged
Sunday-Cont. able to employ B0% MF & E

The Diary Charge Tab
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Site Use Time Assessment
The lower portion of the diary time charge window is used to assess Site Use time charges for projects
with the Site Use (A+B) or Site Use (A+B+C) special provisions. The Site Use bid days and Daily Road
User Cost contained in the Contract are entered into SiteManager by the Construction Office when the job
is activated; however it is the responsibility of the Resident Engineer to enter whether or not Site Use is
charged in each Diary day.

To show Site Use time assessments:

1. On the Diary Charge tab, click the Milestone field and click the New button. An empty row
is inserted.
2. In the Milestone drop-down list, click the expand arrow and click Site Use.

3. In the Charge Amount drop-down list, click the expand arrow and click Full Day or No
Charge.

4. If No Charge is entered as the Charge Amount for the milestone, in the Credit Reason drop-
down list, click the expand arrow and click the reason for a credit.

5. Click the Save button.

A Site Use time charge entry, either Full Day or No Charge, must be shown for each

day on projects with Site Use (A+B) or Site Use (A+B+C).

File Edit Services Window Help

BEEE DS -

ﬂ Diary
Autharize | Charge
Contract ID: |[BO0101 Date: |08/22/03
Charge Type Adj Total Diary Charge Daps: 359
& Full Day Credit Reason
" Mo Charge [ |
Mlstn Charge Credit
Hbr Milestone Description Amount Reason
| Site Uze _|[Full Day Ed|

Diary Charge Tab showing assessment of Site Use (milestone)
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Creating a Diary Adjustment

Occasionally, it may become necessary to change a Diary Time Charge or a Site Use Charge as the
result of an objection from the contractor, by the direction of the District or Construction Office, or based
on a diary review performed by the RE. There are two methods of revising time charges (contact time or
site use) in SiteManager:

1. If the Diary has not been included in a fully approved estimate, the RE may open the
diary for the day in question and revise the time charge on the Charge tab.

2. If the Diary has been included in a fully approved estimate, the time charge must be
adjusted using the Diary Adjustment icon.

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.

I AASHTO SiteManager

File Edit Services ‘Window Help

=G =)

FlDiary Adjustments

i Diary " Milestanes
ContractiD: IDD‘ISDS Diary Date: |1D.-"24.-"D1 Charge: IFuIIDa_I,I

Seq Nbr User Id Charge Credit Reason Update Date Estimate
Mo Chargelmploy 0% of nml fu:un::e:s

Chalge:INo Charge vl Credit Reason: |Cont. unable to emplay 60% of rml forces = |
Uszer Id: |dbhed53 Update Date: I 00400400  Seq Mbr: I 1

Remarks: [Tiye charge revised due ta rainfall beginning at 2:00 p.m. ;I

[

The Diary Adjustment Window

Diary Adjustment to change the time charge for a day that has been included in an approved estimate can
only be performed by the Construction Office. The Construction Office should be contacted in the event
that a Diary Adjustment is necessary for a charged day that has been included in an estimate. See Section
108.06(b) of the Resident Engineer’s Manual.

To create a new Diary Adjustment:
1. Onthe Main Panel, double click the Daily Work Reports icon.
2. Double-click the Diary Adjustment icon.
3. In the Contract list box, scroll to and click the desired Contract.
4

In the Diary list box, scroll and click the desired Diary. Note that the time
charge from the diary date in question is displayed at the top of the window.

5. Click the New button. A sequence number and User-Id will display in the
New row.
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6. Inthe Charge drop-down list, click the expand arrow to the right of the
current selection and click the desired choice.

7. [If the user selects “No Charge” from the drop-down list, the Reason Code
must be entered. Click the expand arrow to the right of the current selection
and click the desired choice.

8. Fill in the Remark field as appropriate and click Save. (The remarks should
reflect why the time charge has been changed.)

Note: The Charge drop down list will not display the current Diary’s time charge value (Full Day or No
Charge) as an available selection.

When the new adjustment is saved, the Charge, Credit Reason and Update Date will be updated. The
Estimate field will remain blank until the next estimate is generated. The estimate process will populate
the adjustment records with the associated estimate number. Also, the time charges shown in the Diary
Time Charge tab (Total Adj. Diary Charge Days) will not be updated with the changes made in the Diary
Adjustment window until the next estimate is generated.
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Creating a Site Use Time Charge Adjustment

M1 AASHTO SiteManager
File Edit Services ‘Window Help

LT L]

MlDiary Adjustments

Driary " Milestones

Contract Diary Date Mlstn HNbr  Charge Credit Reazon

I N T I

Seq Nbr Uszer Id Charge Credit Reason  Update Date  Estimate
dbhed53 NoChaiggl MoSieUsswod  opoond | |

Charge : IND Chargs VI Credit Reason: |N0 Site Use work, Ra|
User Id: Idhh3953 Update Date:l 00/00/00 Seq Nbr: I 1

Remarks: ME Lane was reopened to traffic at 10:30 p.m. on 8-21-03. ;I

|

The Diary Adjustment Milestone tab

Occasionally, it may become necessary to revise a diary’s Site Use time charge. There are two methods
available to correct Site Use charges in SiteManager:

1. If the Diary has not been included in a fully approved estimate, the RE may open the diary
for the day in question and revise the milestone (site use) time charge on the Charge tab.

2. If the Diary has been included in a fully approved estimate, the time charge must be adjusted
using the Milestone tab of the Diary Adjustment icon.

Site Use Time Charge Adjustment to change the time charge for a day that has been included in an
approved estimate can only be performed by the Construction Office. The Construction Office should be
contacted in the event that a Diary Adjustment is necessary for a charged day that has been included in an
estimate. See Section 108.06(b) of the Resident Engineer’s Manual.

To create an adjustment for a Site Use Time Charge on a Diary:
1. Onthe Main-Panel, double click on the Daily Work Reports icon.
Double-click the Diary Adjustment icon.
In the Contract list box, scroll to and click the desired Contract.

2
3
4. In the Diary list box, scroll to and click the desired Diary.
5. Click on the Milestone tab.

6. Click the New button. A sequence number and User-1d will display in the new row.
7

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

8. If the user selects No Charge from the drop-down list, the Reason Code must be entered.
Click the expand arrow to the right of the current selection and click the desired choice.
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9. Fillin the Remark field as appropriate and click Save.
Tip: The Charge Days drop-down list will not display the current Charge Reason value as a selection.

After the new Site Use (Milestone) Adjustment is saved, the Charge Days, Charge Reason, and the
Update Date will be populated. The Estimate field will remain blank until the next estimate is generated.
The estimate process will populate the adjustment records with the associated estimate number.
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Notes:
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Utility Diary
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Accessing Utility Diary Contracts

The Construction Office will set up a special Contract within SiteManager for each Utility that performs
work related to a specific Construction Contract. These Contracts will be given a Contract ID in
accordance with the following procedure:

[U] [Construction Contract ID] [sequential number]

For example, the first utility agreement received by the Construction Office on Construction job 095545
will be set up in SiteManager with a Contract ID of “U0955451”.

Each Utility Contract ID will be given the same project name as the Construction Contract. The Utility
Company performing the work will be listed as the Prime Contractor.

A SARS report is available for viewing all utility contracts that have been established for a specific
Construction Contract. This report is available under the Utilities window in SARS. Once in the Utilities
window, select any of the available utility contracts that pertain to the desired Construction Contract and
then press the “Related Utility Contracts” button.

Creating Daily Work Reports for Utility Contracts
Refer to the Daily Work Report section of this manual for instructions on how to begin a Daily Work
Report in SiteManager.

Daily Work Reports (DWRs) only have to be created on reimbursable, actual cost utility agreements.
Although DWRs are only required on reimbursable, actual cost agreements, DWRs should be utilized on
all utility agreements for documentation of critical events and decisions. Refer to the utility agreement
provided by the Utility Section of the Right of Way Division to determine if the agreement is a
reimbursable, actual cost agreement.

Once the Utility work order has been issued, the Resident Engineer’s Staff should create a Daily Work
Report (DWR) in SiteManager for each day until the work is complete. When no work is being
performed for an extended period of time, the Resident Engineer’s Staff may create a weekly DWR
noting that no work is being performed. Once the Resident Engineer has reviewed a DWR in
SiteManager, he or she must authorize the DWR. This authorization will be the Resident Engineer’s
electronic signature for the completed Utility diary. All diaries shall be marked as time charged in the
same manner as a fixed date Construction contract.

Minimum documentation for a Utility Daily Work Report
The weather conditions including High and Low temperatures and A.M. and P.M. weather conditions
should be input for each Daily Work Report

In creating a Utility Daily Work Report (DWR), the inspector may use any of the available remarks fields
in SiteManager that apply to the type of information being recorded. There are, however, certain remarks
fields that must be populated on every DWR. The required remarks fields are the following:

e Contractor’s Work — An overview of the work accomplished as well as approximate quantities
and locations (use stationing) of major materials that were installed or removed on that day. If
subcontractors are working on the project, the work should be broken out to document who the
work was performed by.

e Engineering Activities — A statement of the level of inspection performed on that date by the
Inspector.
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General Notes — Unusual Occurrences or general information that is pertinent to the project.
(Input “None” if nothing to report).

Precipitation (amount) — The amount of precipitation if applicable.

Working Conditions — Short description of the working conditions for the day.

In addition to these remarks fields, each Daily Work Report should contain the following information on
the remaining tabs:

Contractors tab — Input the Supervisors and the Personnel Type that are working along with the
approximate number of hours worked. If there is a subcontractor working on the project then list
them under the prime. Attach a remark to the subcontract personnel stating who they work for
(personnel without a remark will be assumed to belong to the Prime Contractor). To add a
remark, click on the ! icon at the top of the screen while the appropriate personnel is
highlighted.

Contractor Equip. tab - Input the major equipment that is being used. This equipment can be
entered in generic terms such as “Track hoe” or “Backhoe”. If there is a subcontractor working
on the project then list their equipment under the prime. Attach a remark to the equipment stating
who it belongs to (equipment without a remark will be assumed to belong to the Prime
Contractor). To add a remark, click on the 2 icon at the top of the screen while the appropriate
piece of equipment is highlighted.

Daily Staff tab — Select the AHTD employee(s) who is(are) inspecting the project.

Work Items tab — Each Utility project will be set up with a pay item called “Utility Adjustments”.
This item will be set up with a unit price of zero dollars and a quantity of 1 lump sum. The
Resident Engineer should use this pay item to approximate the percent complete for the project.
For example, if the Resident approximates that the Utility has completed an additional 5% of the
relocation work then the Resident Engineer should input a payment of .05 in the Utility
Relocation pay item. The Resident Engineer should strive to update this approximate percent
complete in increments not greater than 5%. The Utility Project Status Report will show the
summation of all payments as the total percent complete to date. Resident Engineers should
ensure that the total payment for this item does not exceed the plan quantity of 1 L.S. If Change
Order work causes the current percent complete to decrease, a negative entry should be entered to
reduce the percent of work complete with a remark entered to explain the reduction.

Work Items tab — Categories — Additional pay items that correspond to the cost categories in the
Utility Agreement will be included on the Work Items tab. These pay items are NOT to be used
to make payments in the DWR, but are meant specifically for documenting cost changes via
Change Order.

Key and Critical dates for Utility Diaries

Once a Work Order has been issued for a Utility Contract, the Construction Office will enter the date of
the work order into the Notice to Proceed critical date. The Resident Engineer should ensure that the
following dates are entered into SiteManager in a timely and accurate manner:

Critical Date — Work Begin Date: Must be entered on the day that the Utility Contractor begins
relocation work. This date must match the date on the Begin work memo that is sent to the State
Construction Engineer. If advanced notice of work beginning was provided by the Utility, a YES
should be typed into the Message field of the Work Begin Critical Date. If notice was not
provided, a NO should be entered into this field. No other information should be entered into this
field. Doing this will force a statement on the auto-generated e-mail indicating whether or not
advance notice was given.

Critical Date — Substantial Work Complete Date : Must be entered on the day that the Utility
relocation work is substantially complete (utility facilities are no longer in conflict with Roadway
Construction activities).
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Critical Date — Acceptance Date: Must be entered on the day that the Resident Engineer considers
the relocation work complete (including the completion of all punch list work and clean up work).
This date must match the date on the work complete memo that is sent to the State Construction
Engineer. If notice of work completion was provided by the Utility, a YES should be typed into
the Message field of the Substantial Work Complete Critical Date. If notice was not provided, a
NO should be entered into this field. No other information should be entered into this field.
Doing this will force a statement on the auto-generated e-mail indicating whether or not advance
notice was given. The Utility Section will begin processing the final estimate for this Utility
work once this date is entered and notification is received.

Key Date — Estimated Completion Date: Must be input as soon as possible after the Work Order
is issued and must be kept up to date and accurate until the Substantial Work Complete Date has
been input.

Utility Change Orders in SiteManager

In accordance with the November 16, 2010 Utility Accomodation Policy and the September 2011 Utilities
Internal Policies and Procedures Manual, all Construction Utility Change Orders are to be created and
processed by the Resident Engineer. This only apprlies to Utility Relocation Change Orders. The Utility
Change Order form is located on the Department’s LAN at \\csd4\construc\siteman\utilities. Proper
documentation of these Change Orders in SiteManager is as follows:

Resident Engineer - $10,000 or less. Official documentation is a completed Resident Engineer
Change Order in SiteManager. No paper form is required. The RECO must include a
Description of Change, Reason for Change and details of the costs related to the change order.
This Change Order will be marked and processed in SiteManager as a zero dollar Change Order
because we do not track pay items on Utility Contracts.

District Engineer - $25,000 or less. Official documentation is a completed Utility Change Order
form completed in accordance with the guidelines of the Utilities Internal Policies and Procedures
Manual. The Description of Change and Reason for Change along with a written summary of
costs should be copied into a SiteManager District Engineer Change Order and authorized
whenever the Paper Change Order is fully approved. The dollar value of the change for each
category should be entered as a pay item on the change order in SiteManager. If a pay item
corresponding to the cost category being changed does not exist in SiteManager, it should be
added as a new item in the Change Order.

Assistant Chief Engineer — Greater than $25,000. Official documentation is a completed Utility
Change Order form completed in accordance with the guidelines of the Utilities Internal Policies
and Procedures Manual. The Description of Change and Reason for Change along with a written
summary of costs should be copied into a SiteManager Assistant Chief Engineer Change Order
and authorized whenever the Paper Change Order is fully approved. The dollar value of the
change for each category should be entered as a pay item on the change order in SiteManager. If
a pay item corresponding to the cost category being changed does not exist in SiteManager, it
should be added as a new item in the Change Order.

Adjustment of Fixed Completion Dates — If the Fixed Completion date is adjusted, the Resident
Engineer should enter a Change Order that adjusts the Completion Date in SiteManager to the
new Completion Date.

Refer to the Utilities Internal Policies and Procedures Manual for detailed instructions for completing the
Utility Change Orders. If you need assistance in completing these Change Orders, contact the Utilities
Section of the Right of Way Division.
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The first step in the Master List process is to create the Master List for each contractor in the
system.  The Vendor Master List is used statewide to maintain a list of the personnel,
supervisors, and equipment of a construction company. The Contract Master List is a specific
list of personnel, supervisors, and equipment for each contractor on the project under the RE’s
administration. The personnel, supervisors, and equipment for the project level list are created in
the Contract Master List by selecting the appropriate data from the Vendor Master List.

One or two personnel in each RE office should be designated as responsible for maintaining the
master list for the projects under the office’s administration. Field users will contact the
designated individual to request additions or deletions to the individual project master lists.

The Master list will be maintained according to the
following rules:

Equipment

Each type of equipment input into the list will include the manufacturer, model, and a
description. The order of this information will be:
[Manufacturer] [Model] [Description]

Examples:
Caterpillar 12H Trackhoe
Barber Green X5000 Laydown Machine
Case 580E Backhoe

Do not abbreviate any of the information.

Only major types of equipment are required to be input on a daily basis. Pickup trucks, air
compressors, and other minor types of equipment should not be entered unless the Contractor has
informed the Department of a possible claim.

Dump trucks are an exception to the [Manufacturer] [Model] [Description] rule.

All conventional, over the road dump trucks can be input under a single type of equipment of
“Dump Truck”.

When adding equipment for Utility Contracts, only a generic description should be used (i.e.
Trackhoe, Paver, Backhoe, etc.).

Personnel

Each personnel type for each Contractor should be entered into the Master List. The
entries for the different types of personnel should match a worker classification on the FHWA-
1273 Supplement. Use the FHWA-1273 Supplement as a “go by” for all personnel types that you
input into the master list. Use this supplement on projects that do not include Federal Aid.

Input each personnel type for each contractor only once. The number of people working
for each personnel type will be recorded in the Daily Work Report.

There are some personnel types that we’ll need to add to the master list that are not in
FHWA-1273 Supplement. Use your best judgement in inputting these personnel types. Although
it is best to use the titles in the FHWA-1273, the RE office may elect to generally classify
workers by group, such as Equipment Operators, Laborers, Carpenters, etc. These types of
general personnel groups are permissible for a normal DWR; however, actual titles must be used
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if notice of a potential claim is given or if the Construction Office directs the RE to keep more
detailed records on a particular project.

In the FHWA-1273 Supplement, the type of operator is normally separated by the type
of equipment that they are operating. Example

Bulldozer Finish Operator
Motor Patrol Rough Operator
Backhoe Rubber Tire Operator

Supervisors

Each supervisor for each Contractor should be entered into the Master List. The entries
should include at least their first and last name. Do not abbreviate any of the information.

Staff Member

Each person in your office that might be assigned to inspect a project should be input into this
portion of the master list.

This portion of the master list works differently than the other portions of the master list. In the
other portions, each type of equipment, supervisor, and personnel type are input under the
appropriate contractor. The Staff Member is not associated with any one contractor. Instead
when you input a new staff member under one contractor, the new staff member will appear
under any contractor in the master list. This way, you do not have to input each of the people in
your office for each contractor. After they have been added to any contractor, they will appear
under every contractor.

We will not use Social Security Numbers in the master list. In place of Social Security Numbers,
we’ll use the following. Each staff member in the master list must have a unique number
assigned to his or her name. The numbers assigned to each person should be the same as their
Employee ID number.

All RE Office personnel appearing in the Human Resources Personnel Listings run of 3/26/03
have been entered into the Staff Member Master List in accordance with the above procedure.
Each RE Office will be responsible for adding any new personnel to the Master List for their
office.

General Comments

Do not inactivate or delete any equipment, personnel, or supervisors from the Vendor
Master List. If you inactivate any of these records, SiteManager will remove them from
all projects across the state. AHTD personnel no longer with the Department may be
inactivated on the Vendor Master List.

Vendor Master List Maintenance

During the creation of Daily Work Reports, Contractor Supervisors and Personnel Types are
selected from standard drop-down lists on the Contractor folder tab. Contractor Equipment are
similarly selected from a standard drop-down list on the Contractor Equipment folder tab. AHTD
project inspection personnel (staff members) are also selected from a standard drop-down lists on
the Daily Staff folder tab.

The entries in these drop-down lists are first created in the Vendor Master List. The entries in
the Vendor Master List then have to be associated to specific Contracts.
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Staff members are unusual since they are AHTD employees or consultant inspectors. They are
added, modified and deleted to the Vendor Master List in the same way the other Master List
entries are performed. The difference is that once a Staff Member has been added to a specific
Vendor’s Master List that Staff Member becomes available for use in the Master List for ALL
Vendors.

FlAASHTO SiteManager

File Edit Services ‘Window Help

m8E DS g M|

Mlvendor mMaster List

Vendor ID: [DELT10 JDELTA ASPHALT OF ARK., IMC.

" Equipment  Personnel  Superyisor ¢~ Staff Member
Equipment | Active

Equipment Description 1D Indicator
Armerican 1260 crans 1 | v
Cat D4 Bulldozer 10 | v
Cat DE Bulldozer 1 [ 2l
Cat DS Bulldozer 12 [ v
Cedarapids CR461 Lapdown Machine 13 | v
Distributor 14 | v
Ingersol Rand DO130 Roller 15 [ v

ohn Deere 453 Backhoe 16 [ v
K.oamtzu 1300 Raoller 17 [ Il
K.omatsu 1200 Sheep Foot R oller 18 [ 2l

The Vendor Master List — Equipment Panel

Adding Contractor Equipment to the Master List

The Equipment Radio button is the active radio button when you first enter the
Vendor Master List. You can add or modify the Vendor Equipment on the Master
Lists. DO NOT delete or inactivate equipment on the Vendor Master List
since any changes you make affect other users across the State.

To add equipment to the Equipment Master List (refer to the
figure above) and :

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

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

3. On the Reference Tables panel, double-click the Vendor
Master List icon.

4. On the Vendor list box, scroll to and double-click the desired
contractor or subcontractor.

5. Click the Equipment radio button.

6. Click the New button. An empty row is added to the Equipment
list.

7. Type the Equipment Description. (Manufacturer, Model,
Description. i.e. Case 530 Backhoe or CAT 12G Motor Grader).

8. Press the Tab key.

9. Type the Equipment ID. This does not have to be a specific ID
number from a piece of equipment. It can be a simple sequence
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number, such as J1 for Jones Const., piece number 1. Make sure
that you do not duplicate a Equipment ID that is already in the
equipment list for the selected contractor.

10. Click the Active Indicator check box (ON). If you do not click
the Active Indicator, the piece of equipment that you have entered
will not show up as available to be selected on the Contract
Master List.

11. Click the Save button.

12. Click the Close button.
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FJ AASHTO SiteManager
File Edit Services ‘Window Help

m®? DSyl

Yendor 1D: IDELT1U IDELT.Q ASPHALT OF ARK., IMC.
" Equipment ' Personnel " Supervizor " Staff Member
Active

Personnel Type Indicator

Laborer

Faver Operator

RN R

|
|
b ator Patrol O perator |
|
|

Fialler Operator

The Personnel Master List Panel

Adding Contractor Personnel Types to the Master List

While SiteManager can track Contractor supervisors on an individual basis, it tracks
Contractor personnel on a generic basis only by job title. You can add or modify the Vendor
Personnel Types on the Master Lists. DO NOT delete or inactivate personnel types on the
Vendor Master List since any changes you make affect other users across the State.

To add a personnel type to the Personnel Type Master List:
1. On the SiteManager main panel, double-click the Daily Work
Reports icon.

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

3. On the Reference Tables panel, double-click the Vendor Master
List icon.

4. On the Vendor list box, scroll to and double-click the desired
contractor or subcontractor.

5. Click the Personnel radio button.

6. Click the New button. An empty row is added to the Personnel
Type list.

7. Type in a job title, such as “Laborer”, or “Paver Operator”.
8. Press the Tab key.

9. Click the Active Indicator check box (ON).

10. Click the Save button.

11. Click the Close button.
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Adding Contractor Supervisors to the Master List

You can add or modify the Contractor Supervisors on the Vendor Master Lists. DO NOT
delete or inactivate any Contractor Supervisors on the Vendor Master List since any
changes you make affect other users across the State.

3 AASHTD SiteManager

File Edit Services ‘Window Help

m®2 D= a -

EVendnr Master List
Yendor ID: [DELT10 |DELTA ASPHALT OF ARE., INC.
" Equipment " Personnel (+ Supervisor " Staff Member
Lp_ Active
Supervisor Name Indicator
lm v
Don Treet v
oe Brown [ v
oe Smith | Ical
ohn Bennett [ v
ohn Johrsan [ v
ohnJones [ I
Fhilip 5 mith [ v
[Philip Hokes [ v
Fex Smart [ v

The Vendor Master List-Supervisor Panel

To add a Contractor supervisor to the Master List:

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

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

3. On the Reference Tables panel, double-click the Vendor Master
List icon.

4. On the Vendor list box, scroll to and double-click the desired
contractor or subcontractor.

5. Click the Supervisor radio button.

6. Click the New button. An empty row is added to the supervisor
list.

7. Type in the Supervisor’s full name.

8. Press the Tab key.

9. Click the Active Indicator check box (ON).
10. Click the Save button.

11. Click the Close button.
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FJAASHTO SiteManager

File Edit 3Zervices “Window Help

HIH?JD E;‘IE|

Vendor ID: [DELTI0 |DELTAASPHALT OF ARK., INC.
" Equipment " Personnel " Supervisor + Gtaff Member
Staff Member Name | S5N/5IN | S/C | Achive
Brert wiatking I oo I |02
C. David Pierce
Brian Rowe
Bab Aeddel
Biobby ' ade

Leonard Morkon

ernoh Sanders
Chuck Loop
Tirn Ealker
Keith Allbrittan

o

MMJ

The Vendor Master List —Staff Member Panel

Adding AHTD Inspection Staff (Staff Members) to the Master List

You can add, modify, activate, or inactivate the AHTD inspection personnel (Staff Members)
on the Vendor Master List in the same way the other Master List entries are performed.

The difference is that once a Staff Member has been added to a specific Vendor’s Master List
that Staff Member becomes available for use in the Master List for ALL Vendors.

To add a Staff Member to the Master List:

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

Tables icon.
3. On the Reference Tables panel, double-click the Vendor Master
List icon.
4. On the Vendor list box, scroll to and double-click any contractor.
5. Click the Staff Member radio button.

6. Click the New button. An empty row is added to the Staff

member list.

Type the AHTD employee’s name

Press the Tab key.

9. Type the staff member’s identification number (The same as their
Department issued Employee ID number)

10. Press the Tab key.

11. In the S/C drop-down list, click the expand arrow to the right of
the current selection and click the desired choice: S for State
employee, C for Consultant inspector.

12. Click the Active Indicator check box (ON).

13. Click the Save button.

14. Click the Close button.

N

Rev. 2-1-14 97





SiteManager RE Olffice User’s Guide

Contract Master Lists

The Contract Master List allows the active Equipment, Personnel Types, and Supervisors from
the Vendor’s Master List to be associated to a specific contract. Each contract can have one or
more “approved” vendors. The Vendor Master List data for the prime Contractor and any
approved Subcontractors will be available to associate with the Contract.

Only the Equipment, Personnel Types, and Supervisor associated with the
Contractor on the Vendor Master List will be available to add to the Contract
Master List. In turn, only the listings associated with the Contractor on the
Contract Master List will be available to add to the Daily Work Report.

Contract Master Lists are created on the SiteManager server. No change to the Contract
Master List content is permitted in standalone. For the content to be available in Inspector -
standalone, the Basic Contract data must be pipelined and zipped down before the data will be
available in the drop-down lists for Equipment, Personnel Types, and Supervisors on the
DWR. The inspectors should also be reminded to check out the Basic Contract data again
after any changes have been made to the Contract Master List.
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P AASHTO SiteManager
File Services Window Help

LTI

ﬂl::nntrac:t Master List

Contract ID: [100531 Vendor ID:  [ATLATD JATLAS ASPHALT, INC.
| 10k o t " Personnel " Supervisor " Staff Member
Vendor Master List: Contract Vendor List:
Eqp ID Equipment Description Active Eqp ID Equipment Description Active + |
Double Drum Raller "Bobdag” -Z. Cat AP-1050 Laydown Machine i
28 Broce Power Broom = 0z Blaw-Knox 3400 Laydown Machine
29 Bobcat v 03 Bobcat Trackhoe
a0 ‘wirtzin 1900 DC Cold Miling b ack vl 04 Cat 1609 Laydown b achine
kil Cat 125G Road Grader v 05 Cat 250 Laydown Machine
32 John Deere Backhoe v 06 Cat 3200 Steel Wheel Raller

o7 Cat 569 Laydown Machine
Add > 08 Cat 630 Roller
— |0 Cat DE Bulldozer
Add All >> | |4 Cat D Bulldozer
¢- Remove | |11 CB-534 Raller
—_— |12 Cedar Rapids Laydown Machine
<< RemAll {113 Distibutor Truck 7000
14 Double Drum Roller "Bokag"
15 K.awazaki Mule Profilagraph
16 Mew Holland 758 Backhos
17 Road Tech Shuttle Buggy
18 Service Truck

4] |

—_|—_|—_|—_|—_|—_|—_|—_|—_|—_|—_|—_|—_|—_|—_|—_|I

-
_-
4

The Equipment Contract Master List Panel

Associating Contractor Equipment with a Contract

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

To associate Vendor Master List Equipment to a contract:

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

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

3. On the Reference Tables panel, double-click the Contract
Master List icon.

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

5. On the Vendor list box, scroll to and double-click the desired
contractor or subcontractor.

6. Click the Equipment radio button.

7. Click the Add All button to add all of the Vendor master list data.
OR

7. Click the desired piece of equipment.

8. Click the Add button to add a single choice.

9. Repeat steps 7 and 8 for the other equipment on the project.

10. Click the Save button.

11. Click the Close button.
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3 AASHTO SiteManager
File Services Window Help

==y =]

Mlcontract Master List

Contract ID: I‘I 00531 Vendor ID:  [ATLATO JATLAS ASPHALT, INC.
| " Equi t Lol = | " Supervisor " Staff Member
Vendor Master List: Contract Yendor List:
Personnel Name Active Personnel Name Active
Matar Patral Operator v Asphalt Laydown Machine Operatar v
Tack Truck Operator v Backhoe Operatar [
whater Truck Operator -z- Bulldozer Operator [
Concrete Finisher v
Durnp Truck Driver v
Equipmert Operator v
Flagger v
Add -> Labarer v
——————— |Raoller Operatar v
Add All ->> Shuttlebuggy Dperaterar -z-

<<- Rem All

The Personnel Contract Master List Panel
Associating Contractor Personnel Types with the Contract
Only the active Personnel Types that have been added to the Vendor’s Master List may be
associated with the Contract.
To associate Vendor Master List Personnel Types to a contract:

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

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

3. On the Reference Tables panel, double-click the Contract
Master List icon.

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

5. On the Vendor list box, scroll to and double-click the desired
contractor or subcontractor.

6. Click the Personnel radio button.

7. Click the Add All button to add all of the job titles for the
contractor from the Vendor master list data.

OR
7. Click the desired job title.
8. Click the Add button to add a single choice.
9. Repeat steps 7 and 8 for the job titles needed for the project.
10. Click the Save button.
11. Click the Close button.
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3 AASHTO SiteManager
File Services Window Help

==

Mlcontract Master List

Contract 1D: I‘I 00551 VYendor 1D: lATLA‘I 1} lATLAS ASPHALT, INC.
| " Equi P | * Supervisor " Staff Member
Vendor Master List: Contract Yendor List:

Danny Mitchell
David Dwens
David Shetrun
Johin Green
Johnny Mullen
Keith Fears
Lary Lee

Leo Green
Leonard ‘Wess
Mike Jones

Stan Gates

Stan Jones

Supervizor Name Active Supervizor Mame Active
Andy W almsley -Z-

Tory Carter v
Tory Scarborough v

Add >

B s

TI!‘ EUEUE R B R R BRI IS

The Supervisor Contract Master List Panel

Associating Contractor Supervisors with the Contract

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

To associate a Vendor Master List Supervisor to a contract:

1.

SN R A

o

7.
8.
9.
10.
11.

On the SiteManager main panel, double-click the Daily Work Reports icon.
On the Daily Work Reports panel, double-click the Reference Tables icon.
On the Reference Tables panel, double-click the Contract Master List icon.
On the Contract list box, scroll to and double-click the desired Contract.

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

Click the Supervisor radio button.

Click the Add All button to add all of the Supervisors for the selected contractor
from the Vendor master list data.

OR
Click the desired Supervisor’s name.
Click the Add button to add a single choice.
Repeat Steps 7 and 8 for the other supervisors for that contractor on the job.
Click the Save button.
Click the Close button.
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F AASHTO SiteManager
File Services indow Help

(ERE? ccE|

Flcontract Master List
Contract ID: |1 0053 Vendor ID:  [ATLATO JATLAS ASPHALT, INC.
| " Equipment " Personnel " Supervisor {+ Staff Member
Vendor Master List: Contract Vendor List:

SSN/SINS/C Staff Mame = SSMH/SIN Staff Hame
G001 S Brent ‘watkins j ﬁ ) ob Bed:
BO025 C. David Fierce B011%W/.P. Hay
E003S Briah Rowe
BODSS Bobby ‘Wade

_ Leonard Marton

EO07 5 Yemon Sanders
EO03 5 Chuck Loop
BOD35 Tim Eaker Add ->
E010S Keith Allritton Add All 5>
E013s K& Neely
G045 Raonald Rodgers <- Remove
BO1SS Stewen Bryan e Bem All
BO175 Tonpa W agster =
60185 Brandon Turner
E0195 Lanha Sullens
60205 Brandon Suttan
BO215 I atthew Tingley
E0225 Crystal Moore d

The Staff Member Contract Master List Panel

Associating AHTD Inspection Personnel (Staff Members) with the

Contract

ALL active Staff members associated with ANY vendor will be available for addition to the

Contract.

To associate Vendor Master List Staff Members to a contract:

1.

No gk N

8.
9.
10.

On the SiteManager main panel, double-click the Daily Work Reports icon.
On the Daily Work Reports panel, double-click the Reference Tables icon.
On the Reference Tables panel, double-click the Contract Master List icon.
On the Contract list box, scroll to and double-click the desired Contract.

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

Click the Staff Member radio button.

Click on the SSN/SIN column heading to sort the list of personnel by RE office.
Scroll down the list to find the personnel in your office (SSN/SIN will start with
your RE office number).

Click the desired inspector’s name.
Click the Add button to add a single choice.
Repeat steps 8 and 9 for the other inspection personnel assigned to the project.

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

Generation of the Estimate,
Review of Estimate information,
Review of Estimate item details,
Approve or reject Estimate,
Tracking of Estimate status

FlsiteManager Panel

The Estimate Panel
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The Estimate generation process allows the user to generate an
Estimate for the Contract. The system then performs a background
process which performs the following activities:

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

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

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

e ldentify discrepancies. This activity checks for and
reports 'discrepancies' for the work being performed
by defined rules and conditions, e.g., materials testing
deficiencies on items that have installed quantities.
This activity provides a window with discrepancy
details for the Project Manager 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.

o Determine incentive/disincentive and liquidated
damages. This activity automatically determines
incentive/disincentive payments for milestones and
liquidated damages for contract end date. When an
incentive/disincentive or liquidated damage is
appropriate, the system calculates and creates a
Contract adjustment for the Estimate period.

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

Estimate Generation

The Generate Estimate window can be accessed within the Contractor
Payments component.

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.

Note: This will only occur if the previous estimate is in Pending status. An
estimate that has been fully approved cannot be deleted.
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Once the Estimate has been submitted, an on-screen message will confirm
whether or not the Estimate generated successfully. This message could take
several minutes to appear. The Generate Estimate window should not be left
until the on-screen message appears.

File Services Window Help

ece [ S == =

ﬂ Generate Estimate

Contract ID |RE500E4

Last Estimate Mumber: onaz?
Generate Estimate HNumber: onas

Date Type
Beqin: [04/05/2009 i« Progress
End:

February 2010
S M TWTF §

1 234 5 8
Tog oo 101112 12
14 15 16 17 18 19 20
21 22 23 24 25 26 o7
28

*| s

The Generate Estimate Window
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Generating an Estimate

Either the Service menu’s Generate Estimate choice or the Toolbar’s Generate
Estimate button can be used to generate an estimate in the Generate Estimate i@i
window.

The Generate Estimate Button

The Estimate can only be generated while logged into the Office
Tech Server group.

To generate an Estimate:

1. From the Main Panel, double click on the Contractor Payments
icon.

Double click on the Estimate icon.
On the Estimate panel, double-click the Generate Estimate icon.
Scroll to and double click the desired Contract.

o M

The estimate generation window opens, showing the following:

File Services Window Help

ice [ A I e = |

ﬂ Generate Estimate

Contract ID  R50064

Last Estimate Number: 0087
Generate Estimate Number: 0oss

Date Type

Begin: [04/05/2009 + Progress

End:

February 2010
S M TWTF &

1 2[3 4 5 &6
Toa o910 11 12 13
14 15 16 17 13 19 20
31 32 33 34 35 26 I7
28

< m| s

e Contract ID number

e Last Estimate Number — the number of the last estimate
that was generated in SiteManager on this project.

o Generate Estimate Number — the next estimate number
in sequence. If the Generate Estimate Number and Last
Estimate Number are the same, this indicates that the last
estimate generated for this project has not been approved
yet.

e Begin Date — the beginning date of the estimate period.
This field is automatically populated with the work order
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date when Estimate number 001 is generated, or with the
ending date from the previous estimate for on-going
projects.

e End Date — the current date is shown by default. The
user can either type in the estimate period ending date
(using mm/dd/yy format) or select the date on the
calendar below this field.

e Type — Progress is the only option and will always be
checked.

6. Type in the ending date of the two week estimate period
(mm/dd/yy format) or click on the ending date in the calendar.

7. Click the Generate Estimate button.
8. Click Ok.

A sequence of messages will appear on the screen advising you of the
estimate process status. The Estimate Generation Process is complete
when you receive the following message:

DPS Status Monhitor x|

@ Profile OCPINTESA for process SMBAPP has completed

9. Click on “OK” on the message box.

10. You can then use the Open button to select another job to
generate another estimate or click Close and return to the
Estimate Panel.
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Viewing the Estimate Summary
The Estimate Summary panel allows the user to quickly view calculated

Estimate summary information. It does not contain any information regarding
the items or quantities paid. The panel shows three sets of totals:

e Current Estimate,
e Combined totals for previous Estimate(s), and
e Totals to date.

FIAASHTO SiteManager
File Edit Services Window Help

=== )

EEstimate Summary

Contract ID: [ER1205 Estimate Nbr:  [0017

Previous This Total [$]

Estimatel[s] [$] Estimate [$] To Date
Item Earnings: I 257,463 | $47600 | $257 62233
Participating: I S ET | 38080 | $205,257.55
Non - Participating: | $51.469.28 | $95.20 | $51,564.48
Retainage: | $000 | $0.00 | $0.00
Stockpiled Materials: | $0o0 | $000 | $0.00
Incentive: | $000 | $0.00 | $0.00
Disincentive: | $0.00 | $000 | $0.00
Liquidated Damage: | $0.00 | $0.00 | $0.00
Other Adjustments: | $11,000.00 | $0.00 | $11,000.00
Paid To Contractor: | $268,346.33 | $476.00 | $268.822.33

U

|_Deﬁcienl Payrolls: [ Civil Rights Rpt. Deficiency: [ | Item: [ Other [

Subcontractors Paid : [~

The Estimate Summary Panel

To open an Estimate summary:
1. Onthe Contractor Payments panel, double-click the Estimate
icon.
2. Double-click the Estimate Summary icon.
Click the Open button.
4. In the Contract list box, scroll to and click the desired Contract
and then the Estimate number.
Click Ok.
6. When through, click the Close button.

w

o
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Assessment of Liquidated Damages

Liquidated Damages are assessed automatically by SiteManager. Manual Assessment of
Liquidated Damages is for the purpose of making adjustments to the system generated

Liquidated Damages.

The Liquidated Damages panel is used to assess Liquidated Damages for a given estimate
period to a Contract. Liquidated Damages may only be assessed to an un-approved (pending)
estimate. Liquidated Damages from an approved Estimate will have view-only functionality.

I AASHTO SiteManager

File Edit Services ‘Window Help
=TT =

FLiquidated Damages
f Descriptions Praj Distributian |

Contract ID 067013

Estimate  Entered Adjustment Deszcription RBmk UserlD Adjustment -
Mbr D ate Amount
0004 06A7A4  System Anplication of Lind. Dam, Adi. B8 ATJES1D $14000.00
nos 0741304 Systern Application of Ligd. Dam. Adj. EF” ATJESID $-28.000.00
0006 08/13/04 System Apnlication of Lind. Dam. Adi. [E5" ATJES10 $14.000.00
Svstem Application of Ligd. Dam. Adj. @
User ID: ATJESIO Est. Nbr: IDDD?
Hbr of Days: IS Rate Per Day: |$1 000,00 Bid Days: ISD
Lig. Dam. Date: Adimnt Amount: |[$9,UDD il Adimnt Days[+]: |T 0o
Begin: ID?.-"ZS.-"D4 Date Created: IDB.-"1 3/04 Tot Charged Days(-): IW 1.0
End: |08/06/04 Current Daysz[=]: I-E‘I 0
Remarks: [Through 8/6/04 = 106740 days charged o]

Liquidated Damages Panel
To assess liquidated damages for an estimate period:

1. From the Contractor Payments panel, double click on the Contract
Adjustments icon.

2. On the Contract Adjustments folder tab, double-click the Liquidated
Damages icon.

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

5. The Bid Days, Days Added by Change Order, Total Contract Days
Charged to Date, and the current total number of days in excess of the
extended contract time are shown on the right side of the window.

6. Toadjust the Liquidated Damages assessed for this estimate period, click
the new button.

7. Enter the number of days for adjustment into the Nbr of Days field. If
liquidated damges need to be removed, then enter a negative number of
days.

8. Click the Tab key to calculate the liquidated damage dollar amount that
will be deducted from the estimate.

9. Enter the beginning and ending dates of the estimate period in the Begin
and End fields. Enter the actual date that the liquidated damages started
in the Begin field if this is the first estimate that liquidated damages are
being assessed.

10. Enter any remarks regarding the assessment in the Remarks field
(optional).
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11. Click the Save button.
12. You may now proceed with reviewing and approving the estimate.

Assessment of Site Use Disincentives

At this time, the automatic generation of Site Use Disincentives for estimates is not turned on
in SiteManager. Site Use Incentives and Disincentives are paid for by Paper Change Order.

Reviewing the Estimate

The next step in the estimate process is to review the estimate for accuracy and any
payment/non-payment issues regarding pay items (such as material certifications, test reports,
etc).

e  The pending (unapproved) estimate must be reviewed using the Estimate VVoucher
function of the SiteManager Access Reports System (SARS) prior to the estimate
being approved. See the SARS section of this manual for information on how to
access SARS.

Approving an Estimate

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

The estimate approval process is as follows:
1. Office Technician
2. Resident Engineer
3. Current Estimates Processing Group

File Services ‘indow Help

BT DEE gl

] Estimate Approve

Contract ID: 030234 Estimate Mbr: aoo2

Generated By: |BCBC432 On: |‘I 2411/09 |‘I 0:25:5203800  Type: |PHEIG

Office Technician | v [02/03410  |09:44:14 |BCBC43Z
Wt o ||

Contract Estimates |

The Estimate Approval Panel
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To approve an Estimate:
1. On the Estimate panel, double-click the Estimate Approval
icon.
In the list box, scroll to and double-click the desired Contract.
In the list box, scroll to and click the desired Estimate.
Click Ok.
Click the Approved check box (ON) for your level.
Click Ok.
Click the Save button.

Nogak~wd

EACH ESTIMATE MUST BE FULLY APPROVED (THROUGH EACH LEVEL)
BEFORE THE NEXT ESTIMATE CAN BE GENERATED.

Rejecting an Estimate

The review of the pending estimate may reveal the need to delete or regenerate the estimate. If
an authorized DWR that was included in the estimate needs to be corrected, or a time charge in
a diary needs to be corrected, the Office Technician can simply delete the pending estimate.
The DWR can then be un-authorized by the Resident Engineer and be revised by the author
(inspector). After the inspector completes the changes, the RE must re-authorize the DWR
and then the estimate can be re-generated.

However, if the estimate has been approved by any of the individuals in the Estimate
Approval process, the estimate must be rejected by the next approver in line and then deleted.

An estimate cannot be deleted once it has been approved by the last individual in the
approval process. If an estimate must be deleted after it has been fully approved, contact
the contract Estimates section in the Construction Office.

To reject an estimate that has been approved at a lower level, the next individual
in the approval process must follow this process:

1. From the Contractor Payments panel, double click on the Estimates icon.
2. Double click on the Estimate Rejection icon.

3. A list of contracts will appear. Scroll down the list and double click on the desired
contract number.

4. The Estimate Rejection window will open to the estimate number for the selected
project that is currently in the estimate approval process.

5. To reject the estimate, type in a Reason for the rejection and click on the Save button.

6. After the estimate is rejected, the Office Technician must follow the steps below to
delete the estimate.
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File Edit Services ‘Window Help
EHFE DS

ﬂ Estimate Rejection

Contract ID: 030234 Estimate Nbr: 0002

Generated By: |BEBC432 On: |1 211409

|WD25:53:03800 Type: PROG
Approval Information

Office Technician

[p2/0340 034414 |BCBC43Z
Resident Engineer

Contract Estimates

Reason For Rejeclion:

Office Tech Found Error on DWR dated 02/0110.

The Estimate Rejection Window
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To Delete a Pending or Rejected Estimate:

1. From the Contractor Payments panel, double click on the Estimates
icon.

2. On the Estimates panel, double click on the Estimate History icon.

3. Click on the Open button to open a listing of contracts. Scroll
through the list and double click on the desired contract.

4. Click on the desired estimate number to highlight the row. Note that
an estimate that has not entered the approval process will show PEND
in the Status column. An estimate in the approval process will show
INAP, a rejected estimate will show RJCT, and a fully approved
estimate will show APRV.

Only an estimate with a status of PEND or RJCT can be
deleted.

5. Click on the Delete button iand confirm that you want to delete
the selected estimate.

FIAASHTO siteManager

File Services ‘Window Help

=0 ===

FEstimate History
Contract 1D: IDEDSES Description]: |SLIMMEF| ST.-LEAD ST, (HOT SPRIMGS) (OWERLA
E stimate Met Pay Period PM PM Last Appr. Last Appr. Est
Number User ID Appr. Date User ID Date Stat
ooz | g277satdoeseos | oooovoo | [00/00/00 |
a0 $3.349.00 0515/ kDTCO3: 0EA2/M SCETST 06/14/01  APRY
4 | | » l

The Estimate History Window with an Estimate selected for Deletion

NOTE: BOTH ESTIMATE GENERATION AND ESTIMATE
DELETION CAN ONLY BE PERFORMED IN THE OFFICE
TECH - SERVER GROUP.
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Viewing Estimate History

The Estimate History window allows the selection and display of all Estimates
for a Contract. Only Pending or Rejected estimates can be deleted. Selecting
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 can also be
used to navigate to the Estimate Summary and Estimate Discrepancy windows
for an Estimate using the Services menu.

I AASHTO SiteManager
File Services Window Help

=T

FlEstimate History

Contract 1D: |1 00395 Descrption: Hw' 141M-EAST &WEST 5TRS. & APPRS. [5)

E ztimate Met Pap Period PM PM Last Appr. Last Appr. Est «

MHumber End Date Uzer ID Appr. Date Uszer ID Date Sta

$51,621 4308/04/04 5C334

noz2 $82,119.9507/05/04 a05C334 07 A6/04 SCETST 07/26/04  APR
oo $45,827 00061 0/04 AD5C3I34 0EA15/04 SCETST 06/15/04  APR
nos0 $111,745 BB 05/27/04 AD5C334 05427704 SCETST 05/27/04 AP
0029 $.0003/26/04 ADSC334 04/05/04 SCETST 04/05/04  APR
a0ze $.0003/25/04 a05C334 03/31/04 SCETST 03/31/04  APR
00y $.0007/10/04 AD5C3I34 01./26/04 SCETST 0/26/04  APR
0026 $4.520.50 01./08/04 AD5C334 /2104 SCETST m/21/04  APR
0025 $491 737 .8801./03/04 ADSC334 011404 SCETST mM4/04 APR
0024 $170,915.5470/02/03 a05C334 1304 SCETST MA3/04 APR
0023 $13.579.1910/01 /03 AD5C3I34 0304 SCETST 013/04  APR
nnz2 $57.386 B309,/30/03 A05C334 304 SCETST mAM3/04  APR~

The Estimate History Window

To open an Estimate history:
1. On the Estimate panel, double-click the Estimate
History icon.
2. Inthe list box, scroll to and click the desired
Contract.
Click Ok.
4. When through, click the Close button.

w
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Tracking Estimates

The Estimate Tracking panel is a view-only window that allows the tracking of
Estimate generation, approval, and rejection. The user can check the status of
an estimate to determine what remaining approvals are needed.

FI AASHTO SiteManager

File Services ‘Window Help

LT

FEstimate Tracking

Contract ID:  |[BR1205 E stimate Mbr: IDEI'I?
Date Time Uszer ID
Generated IUS.-"23.-"U4 |1 1:31:60 IPKHE'I 44
Office Technician |08/23/04  [11:26:17 |PKHC144
Resident Engineer |08/23/04  [11:34:10 |KLECOBS

The Estimate Tracking Panel

To track an Estimate:

1. On the Estimate panel, double-click the Estimate
Tracking icon.

2. Click the Open button.
In the list box, scroll to and click the desired record.
4. When complete, click the Close button.
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SARS Reports for Estimates

Estimate VVoucher Menu

The reports in this menu screen can be used to view information related to current and
final pay estimates. The key reports on this screen are the Current Estimate
Voucher and the Materials Discrepancies reports.
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Notes:
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Change Orders
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General Concepts

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

Contract Change Orders may include:

e Quantity adjustments for existing items
Adding new items of work to the contract

e Contract Time Extensions on fixed completion date projects or working day
projects.

o Addition of Site Use days to a change order.

e Final documentation of work performed on a Force Account.

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 (CO) function, a specific
contract must be selected from a pick list containing valid contracts, and associated, existing
COs. A specific contract must be selected from the pick list to create a new change order.

Refer to Section 104.03 of the RE Manual for the current Department
Requirements for Change Orders.
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Change Order Life Cycle

1. Creation of a New Change Order

A CO can be created by members of the RE Office — Server group and the Office Tech —Sever
group. 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.

2. Maintaining Change Orders

Once a CO has been created, updates to the CO information may be required. Change Order
header information, items, time frames, and explanations may be modified on the appropriate
windows as long as the change order is in Draft status.

3. Approval of Change Orders

The writer of the CO can place the change order into Pending status and submit it for
approval. Users involved in approving a pending CO can record their decisions in the
Review/Approve window.

4. Tracking the Change Order

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

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

Any Remarks the reviewer or approver has made

Authorized users may also display details about current and historic contract items on-screen
using the ltem Summary window.

5. Reports

Once approved, change order data may be analyzed to help manage the change order process.
The Change Order Reports function allows users to produce reports that gather information
about trends in contract changes.

Rev. 2-1-14 122





SiteManager RE Olffice User’s Guide

Change Order Conditions

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

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

Change Order Functions
There are four types of change orders:

e Overrun/Underrun
e Extra Work

e Time Adjustment
e Zero Dollar

A change order may be a combination of types except for a Zero Dollar.

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 Underruns: used when the quantities associated with the contract items are
either exceeded or not needed to complete the contract or work item

Extra Work: used when new work items are required to complete the contract

Time Adjustments: used when additional contract time is added by the Change Order. This
function is also used to add additional Site Use time.

Zero Dollar: used only for contract adjustments that will not affect the dollar amount of the
contract (example: changing a specification in the contract or allowing substitutions).
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Change Order Status

The CO Status field is a user-entered and controlled field (except for the
Approved status). The allowable change order Status types are:

Draft: when the change order is being created or edited, and forwarded on
for review

Pending: when the change order is put into approval process, forwarded on
for approval and cannot be modified.

Draft and Pending are the only allowed statuses until the change order is
denied or approved.

Denied: when the change order is disapproved. The user must change the
status to denied manually after the Change Order is disapproved.

A Denied change order may have its status changed back to Draft, be edited
(revised), have its status changed to Pending and be resent through the
approval process. A Denied change order can also have its status change to
Rejected in which case it will be locked from any further editing and no
changes will be applied to the Contract.

Approved: when the change order has been approved by its final level and
cannot be altered. Adjustments can only be made by creating a new change
order. Approved status is set when the last approver completes the approval
process.
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E SiteManager Panel

I ain Panel Change Orders(+)

B8 |tern Summary  Signature Page  Change Order Tracking

Review /
Apprave

The Change Order Maintenance Panel

Creating Change Orders

The access to create change orders in SiteManager is limited to members of either the RE
Office-Server group or members of the Office Tech —Server group. The first step in the
process is to create the Change Order header to initially establish the change order in the
system.
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Header

Items o Time Adjustments - E xplanations

Contract ID: |DWRT333  Change Order Hbr: ooz

CO Created by: |Beniamin C. Browning On: |05.-’2?.-"I1

Status: |Draft ~| Approval Level: |EIVEF|F|IDE

Functions:

Description: |TEST EMNTRY
Reason Code:

CO Type:
Paper CO No:

|Drainage ﬂ

|Dist' t Engineer Change Order ﬂ

002 R

[ Overun/Underrun | Time Adjustment Bid Contract Amt: |$1,056.524.40

v Extra Work [ Zero Dollar Current Contract Amt: [$1,115,694.40

CO Amount: |$0.00

The Change Order Header Window

Change Order Header
The first step in the creation of a Change Order is to create the Change Order

Header.

To create a Change Order Header window for a new change order:

1.
2.

On the Main panel, double-click the Change Order icon.

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

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

To open an existing change order header, click on the open button
and double click on the contract and then double click on the
specific change order number.

OR

To create a new change order. Click on Services and then click
Choose Keys.

Scroll down through the list of contracts that opens and double
click on the desired contract. Note that the Change Order
Header Window opens and the next change order number in
sequence is placed into the blank header.

Type in a brief description of the change order in the Description
field. This field length is limited to 60 characters. If the
SiteManager change order number does not match the number of
the original Excel change order (paper), also include the actual
change order number in the Description field.
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7. Click on the dropdown list beside the Reason Code field and select one of the
following general reasons for the change order:

Changed Conditions Item Deduction

Change in Specifications Drainage

Disincentive — Site Use/A+B bidding Altering Method of Measurement

Incentive — Site Use/A+B bidding Revision of Plans

Disincentive — Site Use/A+C bidding Plan Omission

Incentive — Site Use/A+C bidding Right of Way

Documentation of Overruns/Underruns Substitutions Outside of

Specifications

Erosion Control Time Extension

Extra Work Time Extension due to Item Overruns

Force Account Time Extension due to Utility Delay

Incentive — ACHM Properties Value Engineering

Incentive —Bridge Deck Smoothness Maintenance of Traffic

Incentive — PCC Pavement Smoothness Traffic Signals

Incentive-ACHM Smoothness Subgrade Stability Issues

Item Deduction — ACHM Mix Properties Renegotiated Unit Price for Major

Item

8. Click the Tab key to move to the CO Type field. Click on the dropdown list on
the side of the field and select one of the following change order types (located at
the end of the list):

e Resident Engineer Authorized Change
e District Engineer Change Order
e Asst. Chief Engineer Change Order

9. Ifthe CO Type is either District Engineer or Assistant Chief Engineer, enter the
Paper Change Order number that corresponds to the Change Order being entered.
This Change Order number must be a three digit number. Use leading zeroes
when the Paper Change Order number is less than 100.

10. Select the Function(s) contained in the change order. (See the previous section of
Change Order Functions for details on each function option). Multiple functions
can be selected, except when the Zero Dollar function has been selected.

11. Click on the Save button. Notice that the Status is shown as Draft and that the

CO Amount shows $0.00, which indicates that no items have been added to the
change order.
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Adding Items to a Change Order

The next step in the change order process is to add the items to the change
order (either existing contract items or new contract items that will be added
by Supplemental Agreement).

SiteManager uses two terms for adding items to a change order:

e New Contract Item — used when adding a new item to the contract
by supplemental agreement.

e New CO Item — used to include an existing contract item in a
change order to show overruns or underruns of contract quantities.

In either situation, either adding a new item to the contract or just using an
existing item in the change order, the first step in adding any pay item to a
change order is as follows:

1. Click on the Items tab.

File Services ‘window Help

EEFE DES FE

ﬂ Change Order ltems

Header I Items © Time Adjustments Explanations

Contract 1D: DWRT333  Change Order Nbr: 006 Status: |DRAF

Project Mbr Catg [Item Item Code Description
Mbr  Mbr

The Change Order Items Window

2. To either enter a new contract item or a new change order item
(existing item) follow the steps in either of the next two sections.
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Adding Existing Contract Items to the Change Order

Whenever one of the change order functions selected is an overrun/underrun,
the Change Order Items window must be used to show the overruns or

underruns of existing contract items.

To modify an existing contract item:

1. On the Change Order Item folder tab, click the Services menu

and click the Select Item choice. You can also click on the Select
Item icon.

Des =)
=

ltems

o

Time Adustments

Explanations

Catg ltem Item Code
Nbr  Nbr

| oot Jonon (6001
o001 0002 202047
o001 0003 202003
0001 0004 210200

REMOYAL AND DISPOSAL OF CONCRETE ISLANDS
REMOVAL ND DISPOSAL OF CURB AMD GUTTER
UNCLASSIFIED EXCAVATION

[_ox |

0.000 |

This Change Order: |

$0.00 ‘

In the Select Contract Items list box, scroll to and click the
desired Contract Item to be included in the change order.

Click Ok.

In the This Change Order field, type in the net change for this
item for the change order. If reducing the quantity of an item,
enter the value as a negative number.  (Example, the plan
guantity for Removal and Disposal of Pipe Culverts is 26 each.
The change order being entered revises this number to 22;
therefore the quantity entered into SiteManager would be —4.0).

Click the Tab key to calculate the dollar value of the changes to
this pay item.

Click the Save button.

To add another existing contract item to the change order, repeat
steps 1 through 6.

OR
To add a new item to the contract for this change order, follow the
steps in the following section.
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File Services ‘Window Help
OFFY DS vy

ﬂchange Order Items

Header I Items © Time Adiustments - Erplanations

Contract ID:  |[DWRT333  Change Order Nbr: 006  Status: |[DRAF

Project Nbr Catg Item Item Code Description
Nbr  Nbr

BOE021 15" R.C.PIPE CULVERTS(CL3)

< >
Project Nbr: DR T339 Category Mbr: 0001 Line Item Nbr: 0001 Item Code: |GOG021
Units Type: '\_Fi Spec Year: W Unit Price: ’W Proposal Line Nbr: ’W
Item Desc: [18" R.CPIPE CULVERTSICL 3)
Suppl Desc: |
[
CO ltem Desc: SN

Sty s
Contract Bid: | 2200.000 | $49,500.00

Appioved Change Order: | 0.000 | $0.00
Cunent Contract: | 2200000 | $49,500.00
Pending Change Order: | 0.000 | $0.00
This Change Order: | 15.000 | $337.50

Adding New Items to the Contract in a Change Order

When a new item is added to a contract, the user must enter a Line Item Nbr, Item Code, unit
price, the quantity of the item, and the Propossal Line Number.

File Services ‘Window Help

LN EFEIEER

L Change Order, [tems

Header 1 Items Time Adjustments Explanations

Contract ID:  |DWRT993 Change Order Nbr: 00E Status: |DRAF

Project Nbr Catg Item Item Code Description
Nbr  Mbr
[hw/RTS33 000 0001 606021 18" R.C.PIPE CULYERTSICL 3]

< b4
Project Nbr: SRR ~ Category Nbr: | _~|  Line Item Nbr: Item Code: |
Units Type: Spec Year: Unit Price: |$.00000 Proposal Line Mbr:
Item Desc: |
Suppl Desc: |
|
CO Item Desc: |
Quantity Amount
Contract Bid: | 0.000 | $0.00
Approved Change Order: | 0.000 ‘ $0.00
Current Contract: | 0.000 | $0.00
Pending Change Order: | 0.000 | $0.00
This Change Order: | 0,000 | $0.00

The New Contract Item Window

To add a new contract line item from the Item Master List:
1. Onthe Change Order Item tab, click the New button.

2. A new blank record will appear in the list of items and a new item entry form will
open in the bottom half of the items window.

3. Pick the correct Project Nbr and Category Nbr for the new Contract Item.
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4,

In the Line Item Nbr field, type the new number. This number is provided by the
Construction Office and must be entered exactly as received. Refer to Section
104.03(b) of the RE Manual for instructions on how to request this number from
the Construction Office. This number must be entered as a four digit number. If
the number provided by the Construction office contains only 3 digits then the
number must be input using leading zeros (ex. 175 should be entered as 0175).

There are two options for selecting the new item to be added to the contract:

5.

6.

oo

The Item code number will be provided for you by the Construction Office. Type
this number into the Item Code field exactly as it was provided to you.
Click the Tab key and the unit type, spec year, and item description will be
populated. Make sure that the Spec Year is the most current spec year, if not
find the correct one using the following method.

OR
Right click into the Item Code field.
From the object menu, click the Search choice. In the list box, search for the item
code that was provided to you by the Construction Office. Make sure you select
the correct Spec Year.

Contact the SiteManager Administrator if the item number does not come up or if the
item is not available in the search field.

7.

10.

11.

12.
13.
14.

In the Unit Price field type the unit price for the new item. The unit price should
only be entered to the nearest penny.

Click the Tab key to move the cursor to the Proposal Line Nbr field. Enter the
new Proposal Line Number. This number is provided by the Construction Office
and must be entered exactly as received. Refer to Section 104.03(b) of the RE
Manual for instructions on how to request this number from the Construction
Office. This number must be entered as a four digit number. If the number
provided by the Construction office contains only 3 digits then the number must
be input using leading zeros (ex. 175 should be entered as 0175).

Click on the Supplemental Description field.

In the Supplemental Description field, type an additional description, if needed,
to allow the inspector to find the item more quickly (Example: Change Order No.
6).

Click the This Change Order field and type the quantity of this new item being
added by this change order.

Click on the Tab key to calculate the dollar value of this item in the change order.
Click the Save button.

To add another item to the change order, click the New button. If you need to add
another New Contract item, repeat steps 2 through 14 above or to add an
existing contract item to the change order, return to the previous section and
follow the instructions.

Remember that the contract item list is not updated with the new item until the change order is
approved.

Refer to Section 104.03 of the RE Manual for instructions on how to pay for New Contract
Items (Supplemental Agreement Items) added by Change Order.
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Adding Time Extensions/Adjustments to the Change Order

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.

Restrictions on Time Adjustment entries
Time adjustments may be related to:

o the contract completion date
o milestone(s) (Site Use) on the contract, or
e 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 two 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 (AD) Charge Type: computes time periods based on the working days
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) Charge Type: has a specific fixed end date for the contract or for milestones
within the contract. The revised completion date is entered in the Adjusted Completion
Date field. The system computes the number of days adjusted.

Additional limitations apply to entries on the Time Adjustments window as follows:

e Only one adjustment to the contract completion date may be entered per change order.
e Multiple contract milestone adjustments may be entered for a single change order.
e Time adjustments may only be entered while a change order is in Draft status.

Header i Itemsz Time Adjustments - Explanations

Contract 1D: DwRT 933 Change Order Mbr: 006  Status: |DRAF

Adjusted Contract or  Adjustment Adjust t Date Explanation
Milestone Days

< 4
" For Milestone: | ‘+ or Contract Completion
Time Adjustment Dayps: ’27 Adjusted Completion Date: ’m
Explanation: |Time to Perform work, 3 daps
Less extenzions due to overruns-this change order -1 day
Wdditional working days due this change order 2days

Change Order Time Adjustments Window
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To add a time extension/adjustment to a change order:

1.

In the Change Order window with the correct Change Order
open, click the Time Adjustments tab.

In the top data window, highlight the appropriate Contract
adjustment choice if more than one exists.

Click the or Contract Completion radio button (ON) to indicate
that this is a contract time adjustment.

If the project is a Working Day job, in the Time Adjustment
Days field, type in the number of working days that the contract
time is being extended.

OR

If the project is a Fixed Completion date job, in the Adjusted
Completion Date field, type number in the revised completion
date of the contract (the original fixed completion date plus the
time extension).

Enter an Explanation for the time adjustment (you can copy and
paste in the Analysis of Time from the Paperl change order).

Click the Save button.

To add a Site Use (milestone) time extension/adjustment to a change

order:
1.

In the Change Order window with the correct Change Order
open, click the Time Adjustments tab.

In the top data window, highlight the appropriate Contract
adjustment choice if more than one exists.

Click the for Milestone (ON) to indicate that this is a
modification of a previous milestone (Site Use).

In the Time Adjustment Days field, type in the number of
additional Site Use days being added by this change order.

Enter an Explanation for the time adjustment (you can copy and
paste in the Analysis of Time from the Paper change order).

Click the Save button.
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Adding an Explanation to the Change Order

The next step in the change order process in SiteManager is to add a more detailed explanation
for the change order. The description field in the Header is limited to 60 characters in length,
therefore the use of the Explanations function is vital to properly define why the change order
is needed.

To add an explanation in the change order:

1. Inthe Change Order window with the correct Change Order
open, click the Explanations tab.

2. Click the lower text field and type in the explanation. If entering a previously
approved “paper” changer order, copy the “Description of Change” and “Reason
for Change” from the Excel change order file and paste them into this field in
SiteManager.

Click the Spell Check button to check the spelling of the Change Order remark.
4. Click the Save button.

Header i Iterng | Time Adjustrents i Explanations

Contract ID:  |[DWRT333  Change Order Nbr: 006  Status: |DRAF

|General Change Order Explanations j
Seq. Mbr. Std CO Expl ID Type D ate Applied
| [EEN_ Joeorns |

The contractor’s ¥alue Engineering Propozal [Change Order
Mo. xx-¥E) resulted in a savings of $xxxxx to the project. In
accordance with Special Provision, Job Mo. xxuxx, Value
Engineering, paragraph 104_08(d)2 the Contractor iz entitle
to 50% of this savings.

Spell Check
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Calculating a Change Order

After the full change order creation is complete, including entries or updates to the change
order items and time adjustments, the user must re-calculate the display only values on the

change order header window.

To calculate the change order:

1. On the Header window, click the Services menu and click the Calculate Change
Order choice. The total dollar value of the change order items is calculated and
displayed.

2. Click the Save button.

m Window Help

[ ‘eneric Fields
E Attachments
Process Status

Forward To...

Chrl+Alk+G

Calculate Change Order  Cerl+Shift+C

Ctrl+5hift+F
Cl Change Ovder Tracking  Cerl+Shift+T

. _________________________________________________________]
#

Time Adjustrents -~ Explanations

1 Mbr: [00E  Status: [DRAF

CO Created by: |Beniamin C. Browning

Status: [HEMMINE ~| Approval Level: |

On: |D2J2‘I M3

Descrption: |TEST

Reason Code: |Maintenance of Traffic

CO Type: |Distric:t Engineer Change Order

Paper CO No: EDS

=
|

Functions: |+ Overun/Underrun [+ Time Adjustment Bid Contract Amt: |$1.056.824.40
[v Extra Work

[ Zero Dollar Current Contract Amt: |$1,115,694.40

CO Amount: |$0.00

The Change Order Header Window — Calculating the total dollar value of the change order

items.
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Review and Approval of Change Orders

The Department is currently not using the full Review and Approval process for
change orders contained in SiteManager since our “paper” change orders are still the
official document. Refer to Section 104.03 of the RE Manual for instructions on how to
properly build and approve a Change Order in SiteManager.

SARS contains a module entitled Change Order Generation System (COGS). This
module must be used to prepare a paper change order. COGS pulls change order data
from SiteManager in order to create a starting point for the generation of a paper
change order. Because of this, a change order must be created in Sitemanager with at
least all header information and an explanation entered before opening the change
order in COGS. Refer to the COGS user guide located at the following directory on
the LAN for further instructions:

\\csd4\construc\siteman\manuals\Change Order Generation System (COGS).pdf

Forwarding a Change Order for Approval

In order for the change order to be approved, it must be placed in Pending status and
forwarded for approval.

To forward a Draft Change Order approval:
1. On the Change Order Maintenance panel, double-click the Header icon
2. Open a draft change order.

3. In the Status drop-down list, click the expand arrow to the right of the current
selection and click the Pending choice.

4. Click the Save button.
Click Yes to the message confirming the status change to Pending.
6. A window will open to allow you to select the approvers of the change order.

Rev. 2-1-14 136



file://csd4/construc/siteman/manuals/Change%20Order%20Generation%20System%20(COGS).pdf



SiteManager RE Olffice User’s Guide

o I LT o
ﬂ Change Orde

) - | %
r #003 Approval

Hew

Delete

Cancel

7.

10.
11.

12.

CO Created by: |Kev|n Thomtan On: 04/22/04

Status: |Fending ~| Approval Level |[OVERRIDE

Deseription: [Add some items and new items

Reason Code: ‘Ehanged Conditions
CO Type: |CHANGE ORDER

L]l

Functions: [ Overrun/Underun ¥ Time Adjustment Bid Contract Amt: [§557,22958
v Eatra Wark [ Zero Dallar Current Contract Amt: [$765,723.50
CO Amount: |$8.166.00

Change Order Header — Approver Selection box

Click the New button in the Approval box and a blank row will be inserted for the
designation of the first approver of the change order.

o Click in the dropdown list for the Groups for Approval column. Scroll
through and select the RE Office —Server Connection.

In the User ID column, scroll to and click on the desired approver’s name (only
persons belonging to the RE Office — Server Connection and who have Contract
Authority will appear in this list).

Repeat Steps 7 through 9 for any additional approvers of the change order.

Click the OK button.

A message box will pop up advising you that a SiteManager in-box message has
been sent to the next approver that the change order is awaiting their approval.
(Please note that this occurs in the SiteManager In-box which is not used, not in
Microsoft Outlook therefore the person elected for approval must be notified by
the creator of the change order). Click on OK to close the message box.

Click the Close button.

Reviewing and Approving Change Orders

The Change Order Review/Approve icon allows the user who was selected for approval 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 on-line

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

Record Remarks related to their recommendation. Remarks are optional.

To review or approve a Change Order:

1.
2.

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

4. From the Change Order Review/Approval selection pop-up panel, scroll down

and double click on the desired contract. Next, double click on the draft or

pending change order that is waiting on your review or approval.

Click the Approved or Denied radio button.

A pop-up box will open asking you to confirm your recommendation. Look and

verify that you have selected the right option, either Approved or Denied and click

Yes to confirm that is the action you wish to take.

7. Another pop-up box will open to advise you that a SiteManager in-box message
has been sent advising the creator of the change order that you have approved it.
Click OK to close the pop-up box.

8. Click the Close button.

oo

File Edit Services ‘window Help

Bl T DEEadd O

o Change Order, Approval

Contract 1D: 050920 CO Number: 002
Approver ID: BCBC432 Approval Date: |02/0310
Name: [Benjamin C. Browning [ Emergency

. 0
Recommendation:

The Change Order Approval Window
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3 AASHTO SiteManager
File Services Window Help

T

F1racking
| C0 Headsr " CO Tracking List
Contract 1D: IIJD19E|9 Change Order Hbr: IDDB
hent Mame Action Date Recom- Remarks
Date dati
3/24/04 Dawid Henning Lpproval 08/24/04 Approve | -
1 | _>|

The Change Order Tracking Window

Tracking Change Orders

The status of a change order in the review or approval cycle can be monitored
by opening the Tracking window at any time. The Tracking window for a CO
is a view-only window and displays:

e 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

To track the status of a change order:
1. On the Main panel, double-click the Change Order icon.
2. On the Change Order panel, double-click the Change Order
Maintenance icon.
3. On the Change Order Maintenance panel, double-click the
Tracking icon.
Open a Change Order.
When complete, click the Close button.

o ks
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M AASHTO SiteManager

File Window Help

FisiteManager Panel

tdain Panel T Change Orders(+] T Reports (CO+)

Fieport

IMENNEINIGES  Inapproved  Change Order /4 Time Extension  Wiew Saved

REPORTS

Change Order  Reazon Code Granted Reports [PSR]
Aging Report Breakdown

The Change Order (CO) Reports Panel

Change Order Report

This is a two (2)-page report window. The second page displays only if there
are Time Extensions associated with the change order selected for this report.

To access the Change Order Report:

1.
2.

On the Main panel, double-click the Change Order icon.

On the Change Order panel, double-click the Change Order
Reports icon.

On the Change Order Reports panel, double-click the Change
Order Report icon.

Right click on the Contract field and then click on Search. Scroll
down through the listing to find the desired contract. Double
click on the desired contract.

Click on the Change Order field and right click. Click on Search
and scroll down through the list and double click on the desired
change order.

Click Ok.

A report summarizing the change order is displayed, including the
items that were included in the change order.

Click the Close button after reviewing or printing the report.

Change Order Generation System (COGS)

Even though Change Orders are started in SiteManager, they must be finalized
in the Change Order Generation System (COGS) located on the Change Order
Menu of the SiteManager Access Reports System (SARS). Instructions for
using COGS can be accessed from the Change Orders Menu screen in SARS.
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P AASHTO SiteManager

File Edit Services Window Help

ZlLE -S|+ + |

Zoom: [100 2| | Copies: [T =1 |

M Change Order Report

Rpt-ID: RCOCORPT

User: dbhe353

Arkansas State

Highway and Transportation Department

Change Order Report

Date: 08/24/2004

Page: 1 of 1

Contract ID: 001909
Change Order Nbr: 003 Force Acct 1D 0
Change Order Type: District Engineer Change Order

CO Description: Add 36" RC Pipe Culvert (C. W) to the project

Zero Dollar Change Order: No

Project Mbr Itm Nbr Catg ttem Code Unit Unit Price Bid Oty  Prev Appred Oty Curr CO Gty Curr Appred Oty Amount of Change
001303 o1o0 o0 GOETO3 LF $10.00 [t} 30 =30 o This Chng: $-300.00
o " e Prev Revised: $300.00
Itemn Description 15" SIDE DRAIN CO tem Description News Revised $0.00
Descriptiont Bid Cortract: $0.00
'Supplemental Description2 Met Change: $0.00
Pct Change: 0.
001903 025 o0 608033 LF $125.50 [t} [t} 30 30 This Chng: $3,765.00
o o Prev Revised: $0.00
tem Description 30" R.C PIPE CULVERTS[CL.S) CO ttem Description New Revised $3,755.00
'Supplemental Description Change Order Mo, & Bied Contract $0.00
'Supplemental Description2 Met Change: $3,765.00
Pt Change: O
Tatal Value for Change Order 008 = §3465.00

Change Order Report: Contract Completion Date Time Adjustment

Original Cornpl Diate: 0000400700 A&djCompl Date: 000070000 AdiMo. of Days: 2

Explanation: Time required ko perform work Idays
Less extensions due to overuns- this change order -1 day
Additional working days due thiz change order 2 daps

General or Standard Change Order Explanation
Description of Change: Delete the 18" side drain at Sta. 14+75 Lt and add a 36" AC Pipe Culvert [CL 5] crossdiain at Gta. 15+00.

Reason for Change: The driveway shown on the plans at Sta. 14475 Lt was removed prior to the letting of this project. The 36" RC Pipe Culvert is needed to
re-establish proper drainage.

The Change Order Report Window
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Notes:
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Materials Module
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The Materials Module is the portion of the SiteManager Construction Management System
that pertains to the management of Construction Materials. The purpose of this Module is to
provide a proactive process for tracking the testing of materials used on construction projects.

Structure of the Materials Module

There are four components in the Materials Module that are used for setting up the testing
requirements of a Contract Item in the SiteManager Database. These four components work
together to create a description of the required test’s purpose and the material that it is testing.
The four components are the Material Code, Sample Type, Acceptance Method and Test
Method.

The Material Code

A Material Code is a unique identifier that is used to determine which tests, certifications or
documentations are required for a material. A Material Code also helps to identify which
aspect of the Material is being tested. For Example, Reflectorized Pavement Markings have
two Material Codes associated with them, 718PAINT and 718BEADS. The tests for the paint
are placed under the 718PAINT material code while the tests for the glass beads are placed
under the 728BEADS material code.

A Material code can have one test or multiple tests associated with it. For example the
718PAINT material code has a test for a QPL entry and a test for a Contractor Certification
associated with it. The Material code can also have multiple entries for the same test but under
a different Sample Type and Acceptance Method combination. The Sample Type and
Acceptance Method are discussed in the following subsection.

The Sample Type and Acceptance Method

The Sample Type and the Acceptance Method are the next two components of the Materials
Module testing structure. These two components work together to determine the purpose of
the test and the source of the test information.

The Sample Type is the classification which tells us the purpose of the test, certification or
documentation. For example, the test could be either an Acceptance Test or it could be a
Verification Test. A test with the purpose of acceptance of a material would have an
Acceptance Sample Type while a test with the purpose of verifying the results of other tests
would have a Verification Sample Type. A Sample Type exists for every classification that is
currently used by the AHTD.

The Acceptance Method is used to determine the party responsible or source from which the
test, certification or documentation is developed. For example, the Acceptance Method may
be a Department Test or a Contractor Test. If the Acceptance Method is a Department Test an
employee of the AHTD would be responsible for performing the test. If the Acceptance
Method is a Contractor Test the Contractor is responsible for performing the test. An
Acceptance Method exists for all forms of acceptance currently used by the AHTD.

The Test Method

The Test Method is the form through which the actual test data is input into the SiteManager
Database. Test Method forms are specially designed to request the test data that is required by
the AHTD specifications and Materials testing guidelines. Multiple Test Methods can be
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associated to a single Material Code. These tests are set up under a specific combination of
Sample Type and Acceptance Method. For example, a QPL entry for a material would be set
up under the Sample Type and Acceptance Method combination of Acceptance/Qualified
Products List.

Calculating Testing Requirements

SiteManager automatically calculates the amount of testing required for each Contract ltem
when the Contract is activated in SiteManager. SiteManager calculates these requirements
based on conversion factors and frequencies input for an item while setting up the four
components of testing requirements.

The conversion factor is entered on the Material Code level and is used to convert the plan
quantity of an item from the unit of pay to the unit of testing. Often these units are the same
and so a conversion factor of 1 can be used, but if they are not a conversion between the units
must be calculated and input. An example of this is Concrete Combination Curb and Gutter.
The pay unit for Curb and Gutter is by the linear foot, but it is tested by the cubic yard. A
conversion factor for converting linear feet of curb to cubic yards of concrete must be
calculated and input into the Material Code set-up. A Material Code can be given a different
conversion factor for each Contract item that it is associated with. If a Material Code is set up
with a conversion factor of zero then it will display the testing, but it will not create a testing
requirement.

The frequencies for the tests are set up at the Test Method level. Whatever frequency is set up
will let SiteManager know when it needs to require a test. Continuing with the example of
Concrete Combination Curb and Gutter, we can look at a test for the slump of the concrete.
The Test Method for slump would be set up under the Material Code for concrete slump and
(for the Contractor Test) a Sample Type of Acceptance, an Acceptance Method of Contractor
Test and a frequency of 1/100. SiteManager will then know to take the paid quantity of the
contract item, multiply it by the conversion factor and divide it by 100 to determine the
number of tests that are required.

Satisfying A SiteManager Materials Discrepancy
Once a testing requirement has been set up and SiteManager calculates a Materials

Discrepancy, there has to be a way to satisfy the testing requirement and correct the
Discrepancy. This is done by using a SiteManager Materials Sample.

A Materials Sample is a form that is used to attach a Test Method to a contract item in a
manner that will satisfy the testing requirement that SiteManager is asking for. In this form,
the Material Code, Sample Type and Acceptance Method have to be chosen and the Test
Method attached. In order for a SiteManager test requirement (Discrepancy) to be satisfied,
the exact same Material Code, Sample Type, Acceptance Method and Test Method that were
set up for the material have to be entered in the Materials Sample. Once the Materials Sample
has been correctly created and accepted by SiteManager (authorized by the Resident
Engineer), the testing requirement is satisfied and the discrepancy will be resolved.

SiteManager does not know when in a lot or sublot a test will be required, so SiteManager will
require a test immediately once a new lot or sublot has been entered. Because of this there is
an option to temporarily override a Materials discrepancy until it is time to test the material for
that lot or sublot.
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General Policies for the Materials Module

The Materials Module does not increase any materials testing. All testing requirements of the
Materials Module have been taken directly from the Materials Testing Guide Schedule.
Because of the nature of the programming of the Materials Module, the frequency of all testing
has been set up at the minimum required by the Guide Schedule. It is still the responsibility of
each Office to make sure that the correct amount of testing is performed for each Contract item
on a project.

Because the testing requirements of the Materials Module are set up for global testing
(pertaining to all Contracts), there are some policies that need to be considered when working
on the Contract specific level. In the remainder of this section we are going to discuss each of
the policies that have been established to deal with the issues that arise from global testing
requirements.

Contractor’s Choice Policy

The Standard Specifications often allow more than one type of material or test to be used by a
Contractor for the construction or testing of a specific Contract Item. This is often called
Contractor’s Choice. Because the Specifications allow Contractor’s Choice, the Materials
Module has to be set-up to account for all of the options. On the Contract Specific level, this
means that testing may be required for materials that are not used on the project.

The Resident Engineer should find out as early as possible which materials and tests the
Contractor is planning to use for each Contract item that includes Contractor’s Choice
materials and/or testing. Once the Resident Engineer has determined this, he or she should e-
mail SiteManager advising us of the Contractor’s decision.

Once we have received the e-mail from the Resident Engineer, we will change the conversion
factor for the Material Code that will not be used by the Contractor to a zero. By changing the
conversion factor to a zero, the Material will still appear on your SARS reports, but it will
never show a discrepancy. If the Contractor decides during the project to use this material, the
Resident Engineer can again e-mail SiteManager and we will change the conversion factor
back to what it was.

QPL Item Entry Policy

On projects that have the Materials Module activated, the M196 form no longer has to be
submitted with the Contract final. Instead, each QPL item is entered into the Materials
Module. The Policy of the materials module is that only one QPL entry is required per
material as long as the supplier/manufacturer of the product does not change. If the supplier or
manufacturer changes then an additional QPL entry will be required. The Represented
Quantity for a QPL test should be the testing frequency that has been set up in the Materials
Module for a material.

The Resident Engineer should closely examine the Standard Specifications, RE Manual, QPL
and Special Provisions to see what documentation is needed for the Material. When the QPL
or Specifications call for a Delivery Ticket for the material, then a separate test will be
required in the Materials Module. A Delivery Ticket (when required) will have to be entered
each time a shipment of the material is delivered to the job. The Represented Quantity of this
Delivery Ticket should be equal to the amount delivered as shown on the delivery ticket.

Optional Materials Policy

There are sometimes situations where a material may or may not be used during the
installation of a Contract Item. An example of this would be curing compound for a concrete
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item. The policy of the Materials Module for this situation is to create a test for the material
and enter “Not used on this project” in the remarks field of the test. An explanation of why the
material was not used should be entered as well. This should only be done on items with a
testing frequency set high enough to require only one per project. This policy should not be
confused with the Contractor’s Choice policy which pertains to alternate materials and testing
instead of optional materials.

Initial Steps for the Materials Module

There are numerous tests that are required for Materials at the beginning of the construction
process. This fact has been made ever more apparent with the implementation of the Materials
Module. In order to avoid a large number of discrepancies from occurring in the early stages
of construction, we recommend that the following steps be followed as soon as possible after
the activation of the contract in SiteManager.

Ask the contractor whether he will be using the Standard gradation or the Alternate #57
gradation for course aggregates. Once this has been determined, e-mail SiteManager and ask
to have the conversion factor for the gradation that is not being used changed to a zero.

Look at all Contract Items that contain Contractor’s Choice testing and materials. Contractor’s
Choice is when the Specifications allow more than one type of material to be used in the
construction of a Contract Item. The Contractor should be asked which material he plans to
use as early as possible and then the RE should send an e-mail to SiteManager asking to have
the conversion factor for the remaining Materials changed to zero.

Proctors for all applicable materials should be requested and entered in the Materials Module
as soon as possible.

Mix Designs should be requested from the Contractor and entered into the Materials Module
as early as possible.

All items that require approval from Materials, Resident Engineer or some other source should
be submitted for that approval as early as possible and then entered into the Materials Module.

Using the Materials Module in Standalone

The Materials Module can be used in Standalone as well as on the Server. Before the
Materials Module can be used in Standalone, the Materials Data must be pipelined to the local
database. To do this, log into SiteManager on the Server and follow the steps below:

-E* From the Main Panel —
Main Panel T Pipeline(+] ] Double CI iCk On the
5 g =% “Pipeline” icon.

Contract Daily \wiork Pipeline(+] Cantractar Change b ateriale
Administration(+]  Reports(+) Payments(+] Orders(+] I anagement(+]
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¥ siteMa nager, Panel

Double click on the
“Server to PM
Pipeline” icon.

File Services Window Help

Pick the “Open”

button from the top of
the screen.

¥ AASHTO SiteManager

File Services ‘Window Help
R ? | =S
¥ Server Tn Dik Dinalina

[_ ™ Contracts

=

TESTS33
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Click on the Contract ID header and then type in the Contract ID that you want to download
the Materials Data for. If the list of available Contracts is short you can also just pick the
Contract from the list.

When the desired Contract has been located, double click on it or highlight it and click “OK”.

File Services Window Help
BERMY 0 2B

¥ Server To PM Pipeline

7 Pipeline Summary Diary Select -' [D'/R Select " Change Order Select - Farce Account Select User Select
lContract 1D: 060380 Description: [Hw/Y. 270 RAMPS IMPROVEMENTS [HOT SPRINGS] (5]

[” Basic Contract Data DwHs: (Hirar @i

PipeLine Status:

Place a checkmark next to the word “Materials” by clicking on the checkbox.

NOTE: The Basic Contract Data will also have to be downloaded for the same Contract
(if this has not already been done). We recommend that you perform these downloads
separately.

Click on Services at the top of the screen and then choose “PipeLine Data” from the drop
down menu. Once the download is complete, the message “Check out is complete” will
appear in the PipeLine Status message box.

The Materials Data is now available on your Standalone. You can now create Samples in the
same manner as you would if logged into the Server. See Section 2 of this manual for
instructions on creating a Sample in SiteManager.

Uploading a Materials Sample from Standalone to the Server.

SiteManager will not accept a Materials Sample while it is on the Standalone database. Before
the Sample can credit SiteManager’s Testing Requirements, it must be uploaded to the Server.

To do this, log into SiteManager on the Server and follow the steps below:

Navigate to the Pipeline Menu in SiteManager as shown is the previous section.
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| SiteManager Panel

Double Click on the “PM to Server Pipeline” Icon.
Open the desired Contract as shown in the previous section

M AASHTO SiteManager

File Services ‘Window Help
EEEE 0D oS
5 PM To Server Pipeline

21 0CEMBHK.

Add -

<- Hemove

<<- Rem All

Click on the “Sample/Test Select” tab.
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Pick the Sample(s) that you want to send to the Sever from the Samples List and then click the
Add button to place them in the Selected Samples Window.

Click on the “PipeLine Summary” tab at the top of the “PM to Server PipeLine” window.

M9 AASHTO SiteManager

File Services ‘Wwindow Help
Bil% 0 &=
®IPM To Server Pipeline

PipeLine Summary Diary Select DWH Select Sample/Test Select
Contract ID: |TESTS99 Description: [SEVIER COUNTY RESEAL & PAVEMENT MARKING MO, 2 (5]
Diaries:

[ DWwRHs:

0
0
Sample and Test: @

Check In Status:

Make sure that the number next to the box labeled “Sample and Test” is the same as the
number of Samples that you want to upload to the Server.

Click on Services at the top of the SiteManager window and then choose “PipeLine Data”
from the drop down menu. The Check In Status box at the botton of the screen will tell you
when the Check in is complete.

NOTE: Unlike DWRs, Materials Samples can only be checked into the Server, they
cannot be checked back out to Standalone. If any editing is needed after a Sample has
been uploaded to the Server, it will have to be done on the Server.
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General Guidelines for a Materials Sample

A Materials Sample is the form that SiteManager uses to allow a user to input testing data in a
format that will credit SiteManager’s testing requirements for construction material.

A Materials Sample can be created by anyone. A Sample can be edited by anyone assigned to
the same RE office as the creator of the Sample.

The Material Code, Sample Type, Acceptance Method and Test Method must all match
exactly with those that have been set up in SiteManager for the material being tested. If these
are not exactly the same then SiteManager will not credit the Materials Sample and the testing
requirement will remain unsatisfied.
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Accessing a Materials Sample in SiteManager

= SiteManager Panel g|
Main Panel Materials Management|+] ]
Contract Draily ‘whork Plpellne[+] Contractor Change
Adminigtration(+]  Fepaorts(+] FPayments(+] Orders(+]
= SiteManager, Panel E|

M ain Panel T Sampling and Testing(+]
g = - ﬂﬂa 2 B
I aterial Contract Approved Approved Lists  Mix Design(+] ix Design E |:|||ru:l and
Infarmation(+] I aterialz(+] Lists{+] Fieports(+] Fieports(+] |
Sampling and  Process List
Testing
Feports(+]

E SiteManager Panel

Main Panel Materials Management(+) T S i
e o
|2l
Find Sample Sampling & Standard
Testing Sample Remarks

Requirements

and Testing(+)

From the Main Panel —
Double click on the
“Materials Management”
icon.

From Materials
Management Icon —
Double click on
‘Sampling and
Testing’ icon.

To enter a new
sample (or edit an
existing one) click on
the ‘Sample
Information’ icon.

A Sample can also be created through the DWR, see the Section in this manual named
“Recording to a Material Sample through the DWR?” for instructions on this method.
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Creating a Materials Sample

Basic Sample Data

BRI DEESE 0F v EYE

=
" Basic Sample Data Cantract | Tests
Smpl ID: [BCBC4321375124512 Status: |Pending -]
Revized By: | Revizing: | Sample Date: ’W
Material: | [
Smpl Type: | | Acpt Meth: | Spaces -
Auth By: | Auth Date: [00/00/00

1. The Sample ID is auto created by SiteManager as a unique identifier for the Sample
being create. This Sample ID cannot be edited by the user.

2. Select the Sample Status. Choices will be: Passing, Verified, Override, Pending, Void

or Failed.

The Sample will only be accepted by SiteManager if the status is Passing,

Verified or Override.

a.

b.

f.

w

Passing should be selected if the Sample meets all specified testing
requirements.

Verified should be selected if the Sample is within the verification limits
compared to the Contractor’s test even if the Sample fails our specifications.
Override should be used for unusual testing results where results are not
Passing or Verified, but the Department will allow this test to be counted as
satisfying the testing specifications.

Pending should be used when the Sample/test have not been completed

Void should be used when the Sample has been revised and replaced with
another Sample (when a Sample is revised, the status automatically changes to
void)

Failed should be used when the test results do not meet the testing
specifications

Sample Date: Enter the date the Sample was collected.
4. Material:

Select the Material Code for the material that is being credited by this

Sample. Right click within the box and select “search” to bring up a list of all materials
codes to select from (see note below).

5. Sample Type: Select the type of Sample (see note below).

6. Acceptance Method: Select the Acceptance Method for the Sample (see note below).
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Note: The Sample Type, Material Code and Acceptance Method must be entered
exactly as shown in the SARS reports in order for SiteManager to credit the test to
the material. If ANY of these are incorrect then the test will not be credited to the
material and a material discrepancy will remain for that material. See Section 5.3 of
this manual for directions on how to use the SARS reports for determining the
correct Sample Type, Material Code and Acceptance Method.

7. Click on the ‘Save’ Icon to save the Sample ID before moving on to the next tab.

Contract Tab (Attaching contract items to the Sample)

Bl D dd QP v E D

L

Baszic Sample [ata 1 Contract Y Tests

Sample [BCEC4321038152333

Contract ID Project Line Propozal Item Code Fed State Quantity Line Item Desc
Item Line Number Prj Nbr

1. Click on the Contract Tab at the top of the Maintain Sample Information window.
2. Click on the “New” button at the top of the SiteManager window.

NOTE: Some Contracts contain several different Line Item Numbers for the same Item.
This occurs when an item is placed under multiple Category Numbers or Projects.
When this occurs, a test must be entered for each Line Item Number that corresponds to
that Item. For example, a test entered for 18” RC Pipe under Category No. 0001 will
NOT credit the testing requirements for 18” RC Pipe under Category No. 0002 because
they have different Line Item Numbers.
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BEIFY DeEee g8 RDF v ES

Baszic Samplg ’
E Select Contract/Material Information

Sample ’ﬁ Please tab out of the field to retrieve the Line Item zelect list

Contract Contract Id: | Em— I :

Filker Search
Project Humbe Propozal Line Humber Item Code Line Item Desc :

Show Details

|
b

| Cancel

3. Right click in the “Contract ID” window and select “Search” to bring up a list of
contracts to attach to the Sample ID. You can also type in the Contract ID.

OEFE DES gl QP v @S

ﬂ Search Window

| Contract ID Description Fed St Prj Hbr Material ~
FaE70e [BLAKES BRANCH S5TF. & APPRS. ) ETPR-O0G7(E)  COWCRETES | -
EXEE [KINGETONHWY, 28 [FHASE 2)(5) [ETMF-STRR-AR 205} CONCRETES
[Fiz0098 [FAIRVIEW MISSISSIPPI RIVER BF. (5] HPFZNH-3751(1)  CONCRETES Lineltem Desc [y
GEE [[ITTLE RACCOON CREER-COVE PRONG CREEK (B TP-008913) CONCRETE S
BEER [FLIFFIN EYRASS-HwWY. 628 [F] [NH-0085(22] CONCRETE.S
3 SEVIER COUMTY RESEAL & PAVEMENT MARK 0
v
< =

|
W

| Cancel

| ?

4. Choose the Contract that contains the Contract Item that is being tested. Once the
Contract has been selected, click the “OK” button.
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Bl DEE gdd Q@ rES

o
Basic Sampls-"-* . ot Tt
_ e x|
Sample lﬁ Pleasze tab out of the field to retrieve the Line Item zelect list
Contract | Contract Id: [TEST239 SEVIER COUNTY RESEAL & PAVEMENT MARKING MO, 2 (5] N

Project HNumber Line ltem Humber Proposal Line Number Item Code | Line Item Desc ﬁ
TEST4H33 0500 0500 BOE0Z g . ) SICL.3
TEST933 0502 0502 BOE035
£ >

oK | Cancel

5. Choose the Contract Item (Line Item) that the testing applies to. This window will
limit the available contract items to those that are attached to the Material Code that
was selected in the Basic Sample Data Tab. If the Contract Item that you are
expecting is not available go back and make sure you selected the correct Material

Code. (See the SARS reports to determine the correct Material Code). Click the
“OK” button.

File Edit Services Window Help
LN IR

ﬂ Maintain Sample Information

B azic Sample Data 1 Contract Testz

Sample |[BCBC432103F124257

Contract 1D Project Line Propozal Item Code Fed State Quantity Line Item Desc
Item Line Mumber Prj Mbr
) L0 ] 18" F.C.PIPE CLILYERTS
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6. Enter the quantity that is being tested for this Contract Item (if desired, this field is not
required).

NOTE: SARS has a report that will show the Quantity for each Line item. The
Quantity field on this screen is the field that SARS uses to calculate the Total Quantity
for the item. Also note that SiteManager uses the number of tests (entered under the
Tests tab) as a multiplier for this field. For example, if four separate tests are entered,
SiteManager will multiply the Quantity entered here by four. This Quantity is NOT
required and should be used for personal bookkeeping purposes only. It will not be
considered in an audit of the project.

NOTE: More than one Contract Item can be attached to the same Sample. To do this,
repeat steps 2 - 6. HOWEVER, if this is done, make sure that ALL tests entered apply to
each Contract Item attached because SiteManager will credit each Contract Item with
every Test entered. Also, every Contract Item entered under the same Sample must have
the same Material Code, Sample Type and Acceptance Method.

Tests Tab (Attaching tests to the Sample)

File Edit Services ‘Window Help

BEFY DES g v @

ﬂ Maintain Sample Information

" BasicSample Data | Contract I Tests

Sample [BCBCA432103F124257

Test Method Sample Test Hbr Test Description

Filter Search

Test Method: | Show Details

Sample Test Mbr: I
Start Date: |

Actual Completion D ate: |

To attach a test method (i.e. test that is going to be performed) to a Sample ID and enter test
data:

1. Select the “Tests” tab (If you only want to view data already input into a test template in
this sample, then click on the test you want to view and skip to step 7).

2. Right Click in the text box next to “Test Method” and select “Search.” A list of test
methods that are associated with the selected material code will be displayed.
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3. Double click on the Test Method that corresponds to the one called for in the SARS
reports for the Contract Item, Material Code, Sample Type and Acceptance Method
combination that you have already entered into this Sample.

ElNFY DEec g@d v @ L

&

ﬂ Search Window

| Test Method Test Description
Mfrcert tfr Cert or Certified Delivery Tickets
Mfroert2 tdfr Cert or Certified Delivery Tickets [W2)

Qualified Products List _-

1cpcB RCPC Misc. Certifications

Cancel

Test Method: | [
Sample Test Nbr: |
Start Date: ’W
Actual Completion Date: W

4. Enter the lot-sublot designation for the test being entered in the “Sample Test Nbr” field.
(Example: For a test corresponding to sublot three of lot 4, enter 4-3). If lot/sublot
designations re not relevant to a test, enter a sequential number for each test entered
beginning with 1 (i.e. 1, 2, 3, and etc.).

5. Fill out the Actual Completion Date AFTER the test has been completed. The Estimated
Completion Date is an optional field.

Note: The Actual Completion Date MUST be filled out in order for the Sample ID to be
counted towards the Sampling & Testing Requirements by SiteManager. Make sure the
test is completed before filling this date field in. Once the Actual Completion Date has
been populated for ALL tests input in this sample, an E-mail will be sent to the Resident
Engineer telling him that the Sample is ready to be Authorized.

6. Click on the ‘Save’ Icon to save the information entered.
7. At the top of the screen, click on “Services” and then pick “Enter/View Test Data” from
the drop down menu.

Note: ACHM Samples cannot be entered or viewed using this procedure. To enter
ACHM data you must use the ACHM Application. For instructions on viewing ACHM
test results, see Section 2.4 of this Manual.
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ﬂ AASHTO SiteManager
File Edit

Window

Process Status

Basic

Sample Testers GiclaShift 4T

nter/View Test Data Ctrl+Shift+V

Te

Sample ID : Test Method : Test Humber: |1
Material Code :

Generic Gradation Template (V 1.0 3/27/12

Name and Title of Tester(s): [lohn Doe

CTTP Humber[s): [ a54d [ I

#:ﬂﬁ,;’,‘_‘lﬂfﬁ;:“r [Tk Dce T ssting, 555 Arypshers A Somewhere, AR 70011

Test Methods Used: |

Sample Location: Statiom: | 50 + | % Location |Right

Quantity Represented: li‘IUUU [Size of Lot or Sublot)

Dy Weight: [ 1000000 Liquid Limit: | -1 25 Max for fraction passing the #40

Dry Weight after Wash: 9155.42  Plastic Limit: -1 Enter -1 if Liquid Limit or Plastic Limit cannot be determined.
Cummulative Weight

Hetained Percent Passing Spec Range  Select Gradation Material
3" (76.1 mm) | [l | 100.000 " None Selected
= §
2" (50.8mm] | (| 100,000 Class 1 chips
. . — | 00006 100 " Class 2 chips
11/2" (381 mmi | " Class 3 chips
11/4" (32.0 mm) | ol | 100.000 (* Class 4 chips
1" [25.4 mm) | 760 | 92104 60 -100 (" Class 1 base
“3/4" (19.0 mm) | 21640 | 7783 50-90 e s
12 127 | @ T (" Class 5 base
(227 (o] # Class 7 base
=3/8" (9.51 mm) | [ -1.000 " Class 8 base
1/4" (6.35 mm) | | -1.000 " PCCP Coarse Aggregate [#57)
4 (7.76 mm) | 540980 | 35902 259-59 " PCCP Coarse Agagregate [Standard)
(
e | | 000 Class 5. SIAE), A Coarse Aggregate (#57)
— (" Class 5. S[AE). A Coarse Agaregate (Std)
#10 (200 o) | | -1.000  Class B Coarse Aggregale
#6119 mm) | | -1.000 " Conerete Fine Aggregate
=430 (595 mm] | | -1.000 " Select Material [SM-1)
B40 (420 mm) | ool | 30000 10-30 " Select Material [SM-2)
T (L I W 000 " Select Material (SM-3)
L2 " Select Material [SM-4)
=#100 (149 mm) | o -1.000  Custom
#200 (074 mm) | 873500 | 12060 3-12
*Used to calculate Fineness Modulus.
[Plasticity Index could not be determined.)
Plasticity Index: -1 Max 6
Dust Ratio: 0.402 0-.750

Use Remarks field for this sample if additional remarks are needed.

8. Pick the latest date available from the Effective Date drop down menu (if the Effective
Date drop down is available).

9. Fill in the testing information. The template will tell you if the test results are out of the
Specifications, however you can still choose “passing” for this Sample (on the Basic
Contract Data tab) and the test will be credited to the material.

10. Click on the Save Button.
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NOTE: Multiple tests can be entered by clicking the new button and then repeating
steps 2-9. When inputting multiple tests on a single Sample remember that EVERY test
entered applies to EVERY Contract Item attached under the Contract tab. Also,
remember that every test entered will be given the status chosen on the Basic Contract
Tab regardless of whether the results entered are passing or not.

Department Website for Test Method data

The Materials Division has set up a website containing information on the materials
originating from the approved aggregate sources around the state. This website is updated
every time a new test is run on the materials coming from that aggregate source. This website
is located at http://engrweb/mts/.

The website contains reports that show the latest data for Proctor, LA Abrasion, Soundness,
Solid Volume Weight, Specific Gravity and Absorption for all approved Aggregate sources in
the State. Once in the report, you can click on the District Number that corresponds to the
Aggregate source and it will bring up a report for that specific source that can be printed.

The data from this website can be used for inputting test data into Test Templates in the
Materials Module. Retention of a paper copy of the report from this website is not required.
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Editing an existing Materials Sample

All Materials Samples can be edited at any time (by anyone with the same lock level as the
sample creator, see the Sample Locking section for more details) up until the Sample is
Authorized. Once a Sample is Authorized, it can no longer be edited by anyone, however it
can be unauthorized by a member of the RE Office group.

Editing an un-Authorized Materials Sample.
1. Access the Materials Module in the manner discussed earlier in this manual.
EEFY DEEE RFE

L

" Basic § Selection

_[_’;f Sample

Matenal Code Material Hame Producer Supplier Code Producer Sup
R FROCTOR Proctor- T93 and T180
402CR52P PorL Mod. Cat. Emuls. Asph. [CR52P/2L
FROCTOR Proctor- T93 and T180
COMCRETE-PCCP PLCCP Concrete -2''Slump, Air, Strength
CEMENT Cemert
F18BEADS Glass Beads POTTERS Paotters Industries, Ine.

0K Cancel

2. Once in the Maintain Sample Information Window, click on the “Open” button at the top
of the window to open the “Select Sample” window.

3. Inthe Select Sample Window, Click on the Sample ID header. This will sort all the
Samples by the Sample ID.

4. Click in the “Find:” field and type in the Sample ID that you want to Edit. Or you can
scroll through the Samples and find the one that you want to edit. Note: The “find:”
field is case sensitive so make sure you enter the Sample 1D with the correct case.

5. When you have found the Sample you want to edit, click on it and then click on the “OK”
button. Alternately you can type the change order directly into the Sample ID filed and
tab out of the field. This will open the existing Sample.

6. All fields in the un-Authorized Sample can be edited. The Material Code cannot be
changed unless all tests have been deleted from the Sample.

Editing an Authorized Sample
An Authorized Sample must be unauthorized by a member of the RE Office group (the user
must have the same lock level as the sample creator, see the Sample Locking section for more

details) before it can be edited. To unauthorize a sample, perform the following steps:

1. Log into SiteManager using the RE Office — Server Connection.
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2. Open the Sample that needs to be unauthorized using the steps shown in the “Accessing a
Materials Sample in SiteManager Section” of this manual.

File:

Window Help

Unauthorize Chrl+Shift+L1

———  DoMotUse Ctrl+shift+1
51
Revis .
Lab Report Chrl+shift+L
M.
Smpl
AL
Copy Sample Chrl+shift+C

Disposition Remarks  Chrl4+Shift+0

Assign Tests Chrl+alk+T

LIMS Chri+Alk+L

Tests

@ H Remarks Chrl+-alk+R =] ':L_Flf
Aktachments
Process Skatus

Status: |Fending

Revising: |

Sample Date: [03/10410

|Reinforced Concrete Pipe Culvert

ct -

Acpt Meth: [Department Test

Auth Date: 07/08/13
04

3. Click on the Services Option at the top of the screen.
4. Choose Unauthorize from the drop down menu. If Unauthorize is not available then you

are not logged into the RE Office — Server Connection.

File Edit Services Window Help

Bl DEes>d LDE T EE

ﬂ Maintain Sample Information

" Basic Sample Data Contract

Tests

Smpl ID: [BCEC432103F1 24257

Revised By: |

St |~

Revising: |

Sample Date: |03/100

Material: [FOSRCPC

|Reinforced Concrete Pipe Culvert

Smpl Type: |.&cceptance Ll Acpt Meth: |Department Test
Auth By: | Auth Date: [00/00/00
Central: [] District : |04

=]
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5. Once the Unauthorize Option has been chosen, the Sample will once again be available for
editing.

6. Once editing is complete, the Sample must be re-authorized by a member of the RE Office
group.

Note: When a Sample is unauthorized, SiteManager automatically changes the
Acceptance Method from whatever it was prior to unauthorization to “Spaces”. This
will have to be corrected before the Sample is reauthorized.

Sample Locking

Whenever a Sample ID is created, it becomes locked at the administrative level of the creator
of the Sample ID. When a sample is locked, it can only be edited (including being authorized
and unauthorized) by a user belonging to the same administrative level (or a higher level) as
the creator of the sample. There are three administrative levels for sample locking, each level
is discussed below:

1) RE Office level — This is the lowest level of locking. Users at this level are assigned
to a specific RE Office and can only edit sample ids created by someone assigned to
the same RE Office. All users in an RE Office (including the RE and Assistant RE)
are assigned this level of locking.

2) District Level — Users at this level are assigned to a specific District and can edit any
sample id created by someon in that District. A user at the District level can edit
sample ids created by a user at the RE Office level (as long as they are assigned to the
same district), but a user at the RE Office level cannot edit a sample created by
someone at the District level. District Materials Supervisors are assigned to this level
of locking.

3) Central Level — Users at this level are able to edit all samples that have been created.
The Central level is assigned to users in the Central Laboratory in Little Rock and to
Statewide materials administrators.

The level at which a sample is locked can be viewed on the Basic Sample Data tab of a sample
id.

" Basic Sample Data Contract Tests
Smpl ID: BCEC432137H093212 Status: | Passing |
Revised By: | Revising: | Sample Date: [07/17/13
Material: [303CL7 |,gar. Base Course [Cass 71Field Testing
Smpl Type: |Acceptance | Acpt Meth: | Department Test |

Auth By: Aot Drate— 0676638
Cential: [ District : |04 HesidenlD
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There may be occasions when a user will need to edit a sample that is locked at a different
level than the user has access to. When this situation occurs, the user should send an e-mail to
sitemanager@arkansashighways.com and request that the sample be unlocked. This request
MUST include a reason why the sample is to be unlocked. The Systems Administrator will
respond by e-mail once the sample has been unlocked for editing.

ACHM Samples from the ACHM Application

The ACHM Application automatically creates a Sample in SiteManager whenever it is
successfully uploaded. To download this Application and the instructions for it go to
\\csd7\mandt\Sm_Forms on the Department’s network. Double click the file named
ArkansasACHM.exe to download the Application and double click on UsersGuide.exe to
download the users manual for the ACHM Application. The files will be placed on your C:/
drive under the folder “ACHMJobs”.

ACHM reports can be viewed in SARS under the Test Information Menu screen. Once a
Sample ID contained an ACHM test method has been selected, click on the ACHM Sample
Report button to view the sample information.

Once a Sample has been uploaded from the Application to SiteManager, it is not yet ready to
be authorized. The following steps must be performed before the Sample is authorized.

1. When an ACHM Sample has been successfully uploaded to SiteManager, an e-mail will
be sent to the inspector who created the sample, the Resident Engineer and the Office
Tech. This e-mail will look similar to the following:

Inspector's Worksheet Summary

SiteManager

white, Kevin
Lurnpkin, Lesli T.; Fisher, M. T.

Sample ID 06 TECZ28080015 has been successfully uploaded to Sttellanager.
Contract ID: SA4337

Il ID: HBA134-06

Wi Type: ACHNW Surface Course 12, 5m

2. Copy the Sample ID from the e-mail by highlighting it and pressing the Ctrl key and the
“C” key on the keyboard simultaneously.

3. Open the Sample using the procedure in Section 2.4.1 except instead of typing in the
Sample ID, paste the Sample ID that you copied into the “Find:” field with the Ctrl+V
keyboard combo. If this does not work then you can type in the Sample ID from the e-
mail.

4. Once in the Sample, navigate to the Contract tab and attach the Contract Items for BOTH
the Mineral Aggregate and the Asphalt Binder for the Mix Type that is shown in the e-
mail.

5. The Representative Quantities on the Contract Tab should be equal to either the testing
frequency in SiteManager or the quantities from the ACHM test report.

6. Navigate to the Tests tab and make sure that the Actual Completion date is populated. If it
is not then populate it with the date that the e-mail was received.

7. Save the changes.

8. The ACHM Sample is now ready to be Authorized.
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NOTE: On rare occasions, SiteManager will require more ACHM tests than are
actually needed because the testing has been set up for an Asphalt Binder
Content that varies from what is actually used on the project. If this occurs,
send an e-mail to SiteManager and the testing frequencies will be adjusted.
This should not be done until the end of the project.

Independent Assurance Samples

At the beginning of a project, the Materials Division will build Independent Assurance Sample
(IAS) testing into the Materials Module for each project. Once this is complete, the 1AS
testing will appear on all of the required testing reports in SARS. SiteManager will create
discrepancies for these tests as soon as any quantity of an item that contains IAS testing is paid
for. These discrepancies do not have to be overridden in order for the current estimate
voucher to be seen, however all 1AS discrepancies must be resolved before the final estimate
voucher can be seen. The following are the procedures to be followed for 1AS tests:

1.

IAS tests will be set up with a Sample Type of “Independent Assurance Sample”. The

Acceptance Method for the IAS test will be either “Department Test” or “Contractor Test”. If
the Acceptance Method is “Department Test”, then the IAS will be performed along with a test
run by the Department. If the Acceptance Method is “Contractor Test”, then the IAS will be
performed along with a test run by the Contractor. All IAS tests are performed by the
Department.

2. The District Materials Supervisor (DMS) is responsible for creating the Sample in the
Materials Module that will satisfy the IAS testing requirement. A generic template named
“ias” is included in the testing requirements and is to be used in conjunction with existing test
templates to show the type of IAS test conducted and whether or not the test correlates. The
DMS should not populate the Actual Completion Date for the tests, but should inform his or
her Area Engineer once all Test Templates have been filled out.

3. Once the Area Engineer has reviewed the IAS Sample and all required paper work has
been completed and sent to the RE, he or she should then populate all Actual Completion
Dates for the attached tests. Once this has been done, the Sample ID will be included in the
“Samples to be Authorized” e-mail that is sent to the Resident Engineer each day. The
Resident Engineer must then authorize this sample before it can credit the 1AS testing
requirements for that project.

Samples requiring data entry by multiple users

There are some Samples in the Materials Module that require data to be entered by more than
one user. For these Samples, clear communication and proper procedure are very important to
successful creation of the Sample. The following are policies and procedures for Samples that
fall under this category. For instructions on editing existing Samples, see the “Editing an
Existing Materials Sample” Section of this manual.

Samples for concrete cylinders

1.

2.

The individual who creates a set of concrete cylinders must also create a Sample in
SiteManager for the concrete cylinders.

All information on the Basic Sample Data tab and the Contract tab should be completed by
this individual. The test template “cylinders” should also be attached and all information
except for the actual strength test results should be entered into the test template (The Cylinder
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IDs should also be input). NOTE: If your job does not show the Test Template
“cylinders” on the Sampling Checklist then do not use the “cylinders” template, use the
templates that are shown on the Report. The “cylinders” template is only being used on
projects included in the July 8, 2009 Letting and later. When using a template other
than the “cylinders” template, you MUST include the paper report with the cylinders.
The Actual Completion Date for this test should NOT be populated by this individual.

This individual should write the Sample ID for the Sample he or she created on the concrete
cylinder before delivering it to the location where it will be compression tested. No paper
form needs to be included with this concrete cylinder.

The individual who compression tests the cylinder should open up the Sample ID that is
written on the concrete cylinder and input the remainder of the test information into the test
template.

Once the test results have been input, the individual who tested the cylinders should populate
the Actual Completion Date for all tests included in that sample. Once these dates are
populated, this Sample will be included in the “Samples to be Authorized” e-mail that is sent
to the Resident Engineer every day.

Samples for tests run by the Central Materials Lab

There are some material tests that are performed by the Central Materials Laboratory in Little
Rock. Examples of these tests are Modified Proctors, PH analysis of soils, etc. For these tests, the
Resident Engineer office is required to send a sample to the laboratory for testing. The Central
Materials Laboratory is now set up to directly enter the test information into the Materials Module.
This DOES NOT apply to Materials Division certifications or approvals. When a sample is sent to
the Central Materials Laboratory, the following procedures should be followed:

1.

2.

The individual collecting the sample to be tested should create a Sample in the Materials
Module for the collected sample’s information.

The Sample in the Materials Module should include all information on the Basic Sample Data
tab and the Contract tab. The pertinent Test Template must also be attached on the Test tab.
All information required on the Test Template except for the actual test results should be
entered. The Actual Completion Date for the test should not be populated at this time.

The Sample ID of the Sample that was created should be clearly marked on the material that
is being sent to the Central Materials Laboratory.

The individual testing the sample (or whomever has been designated to input test information)
in the Central Materials Laboratory should open the Sample ID that was created in
SiteManager for this material and input the test results. This individual should also populate
the Actual Completion Date of the test once it has been completed. This will cause the Sample
ID to be included in the “Samples to be Authorized” e-mail that is sent to the Resident
Engineer.
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Authorizing a Sample
General Guidelines for Authorizing a Sample

1.

2.
3.

A Sample must be Authorized before it will be accepted by SiteManager (satisfy the
testing requirements of the material that it represents).

A Sample can only be Authorized by a member of the RE Office group in SiteManager.
When a Sample is Authorized, every test in that Sample is Authorized.

Once a Sample is Authorized it can no longer be edited. The Sample should be carefully
scrutinized prior to its Authorization to ensure that it is correct. Special attention should
be given to the Material Code, Sample Type and Acceptance Method to make sure that
they match what SiteManager is expecting as shown in the SARS reports.

If a Sample does have to be changed after it is authorized, it can be unauthorized by a
member of the RE Office group.

SiteManager will not allow a Sample to be authorized if the Actual Completion Date of
any test attached to the Sample has not been populated.

SiteManager will send an e-mail to the Resident Engineer responsible for the Contract
attached to a Sample when all the Actual Completion Dates on the Test Tab are populated.
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To Authorize a Materials Sample:

1.
2.

3.

Log into SiteManager in the RE Office Group.
Open the Sample that needs to be authorized using the procedure outlined in Section 2.4.1
Steps 1 through 6 (If authorizing a sample that was included in the e-mail sent by
SiteManager then you can copy the Sample ID and paste it into the Find field for the
Sample).
Thoroughly review the Sample prior to Authorizing. Samples can be reviewed either by
opening the Sample and viewing what has been input or by using the SARS report that is
discussed in Section 5.2 of this manual. The entered test data can be viewed from the
opened Sample in SiteManager as well. See Section 2.3.4 of this manual for instructions
on accessing the test data in the SiteManager Sample.
a. The Sample Type, Acceptance Method and Material Code should be
compared to what SiteManager is expecting (see Required Tests for All
Contract Items in SARS for what SiteManager is expecting) before the
Sample is authorized.
b. The Sample Status must be Passing, Verified or Override before the Sample
will satisfy the testing requirements of the Contract Item.

File Edit BEEEN Window Help

Basic

4.

@ E Remarks Chrl+alk+R

nttEChments _
Process Status

. B e
}'-\uthgize Ctrl+3hift+2 i Contract i Other i Tests

51 | SRtz L —

Revis Lab Report cirShft+L I Revising: | Sample Date: W
M. I |Material Divizion &pprowal/Certification Log Date: W
Smpl | Acpt Meth: | Spaces a|
Al Copy Sample Ctrishife+c | Auth Date: [00/00/00
Print Label Chrl+-Alt+6

Choose Services from the top of the screen and then Authorize from the drop down menu.
If Authorize is not available then you are not logged into the RE Office group. Log out of
SiteManager and log back into the RE Office group.

The Sample is now Authorized. Go to the Sampling Checklist in SARS and make sure
that the Tests were applied to the Contract item. If they were not then review the Sample
again to ensure that there is no error in the Sample Type, Acceptance Method or Material
Code.
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Materials Discrepancies
General Guidelines about Materials Discrepancies

1. A Materials Discrepancy is created by SiteManager during the generation of an Estimate.
During the generation of an estimate, SiteManager looks at the required testing based on
the quantity of the items being paid and compares it to the tests that have been accepted
for those items. If the number of tests required is greater than the number of tests
accepted then SiteManager creates a discrepancy for that item.

2. Discrepancies created for items on the current estimate must be resolved or overridden
before the estimate can be approved. If there are discrepancies generated during the
estimate process, SiteManager will tell you. SiteManager will show a Discrepancy for
every Contract Item that has a testing Deficiency, however you only have to override or
resolve the Items that were included on the Current Estimate in order to process the
Estimate. Discrepancies that are for items that are not on the current estimate and
Discrepancies for IAS tests can be left in an unresolved status.

3. A Discrepancy must be resolved while its status is Pending. Once the estimate has been
approved by the Office Tech, the discrepancies cannot be overridden. If this happens the
estimate will have to be deleted and re-generated before the discrepancies can be
resolved.

4. SiteManager does not create a discrepancy for each test that is associated with a Contract
Item. Instead SiteManager will create one discrepancy per Contract Item if there is a
deficiency in testing. Because of this, you may have to resolve more than one test in
order to eliminate the discrepancy of one Contract Item. On the other side, one
discrepancy override can override multiple testing deficiencies if they are all tied to the
same Contract Item.

5. If a Discrepancy is overridden, it will appear again as a Discrepancy the next time an
estimate is generated if the discrepancy has not been resolved before then.

6. Discrepancies can ONLY be overridden while logged into SiteManager in the Office
Tech Group. The RE Office group cannot override a Discrepancy.

7. When overriding a Discrepancy, a very clear and accurate reason for overriding should
be entered into the remarks.

8. Discrepancies for the items on the current estimate must be resolved or overridden
before SARS will allow you to view the Estimate VVoucher.

9. All Discrepancies (including those for an IAS test) must be resolved before the Final
Estimate is generated.
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Overriding a Discrepancy
To override a Discrepancy in SiteManager:

1. Log into SiteManager under the Office Tech — Server Group.

ESileManager Panel From the Main Panel -
T MamPord | CobeowPamensl Double click on the
@& B “Contractor Payments”
- icon.

ESiteManager ET X DOUb|e C||Ck on the
[ ManPerel | Conwactor Paments{s) | Fstmatel) “Estimate” icon.

Estimate(+]

Double click on the
“Estimate
Discrepancy” icon.

5 SiteManager Panel

Rev. 2-1-14 171





SiteManager RE Office User’s Guide

5 Select Contract and Estimate

oo

3. Choose the Estimate that was just generated and that contains materials discrepancies.
Click the “OK” button. (The Estimate Status must be PEND for a Discrepancy to be
overridden)
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™ Estimate Discrepancies E}@@

Contract ID: |TRAIN333 Estimate Nbr: 0001 Status: [PEMD
Description Status By Resolve Resolve
D ate Time

Line Item # TRA|

33 a deficient tested matl ¢

Line T TR 353 O00Y haz a deficient tested matl discr| Unresoked - - 00,0000 00:00:00
Line ltem # TRAIMNI33 /0004 has a deficient tested matl discr| Unresolyed - 00,0000 00:00:00

4. A list of all Materials Discrepancies is shown with a status of “Unresolved”. In the
Description column, the job number and line item number of the material discrepancy
are shown.

5. Choose “Override” from the drop down menu in the Status column.

Note: If the Status column is grayed out and will not allow you to change anything then
either you are not logged in under the Office Tech group or this estimate has already
been approved. Make sure that you are logged into the Office Tech group and make
sure that the estimate status is “pending”.

Note: SiteManager will flag all Discrepancies that exist for the Contract. Due to this,
there may be more Discrepancies for an estimate than there are items on that estimate.
You are only required to override the Discrepancies that pertain to items that are
included on the current estimate. The Discrepancies that exist from previous estimates
but have not yet been resolved can remain in an unresolved status. These Discrepancies
should, however, be resolved as soon as possible.
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=
M S S

" - 2]

Remarks [General Remarks) -

D001 Status: |PEMD

Reszolve Resolve

D ate Time
Line ltem & T . 12/01408 |B0ER:
Line Iterm & T 000000  00:00:00
Line Iterm & T 000000 00:00:00

6. When Override is chosen, a Remarks Box automatically opens up. Input a description of
why this testing requirement was overridden for this estimate period. Be sure to input a
description that will clearly and accurately state why the discrepancy is being
overridden.

7. When you are finished inputting remarks, click on the remarks Icon ([VE_] ) at the top of
the page to close the remarks box.
8. Repeat steps 5-7 for each material discrepancy that is shown for this estimate.

Note: SiteManager shows just one discrepancy for a Line Item even if there is more than
one test associated with the line item. Because of this, when you override a discrepancy
in SiteManager you may be overriding multiple testing requirements as shown in the
SARS reports. SARS may therefore show more discrepancies than SiteManager does.
All testing discrepancies for a Line Item will be overridden when that Line Item is
overridden in SiteManager.

9. Click on the save button after a discrepancy has been overridden.
10. You can now return to SARS and review the estimate for the approval process.
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Materials Test Method Reference Guide

A reference guide has been created that provides a screen shot of every Test Method that is used
in the Materials Module. Instructions for filling out the Test Method as well as general policies
that apply to the Test Method have been included with the screen shots.

Accessing the Materials Test Method Reference Guide

The Materials Test Method Reference Guide has been set up on the network so that it can be
installed on any machine that has access to the Department’s Network.

To download the Reference Guide to your computer:

1. Go to \\csd4\construc\SiteMan\Access and double click on the MATTSTMTHD.exe file (Make
sure you click on the .exe file and not the MATTSTMTHD folder).

2. Go to My Computer on your computer’s Desktop.

3. Double click on the C:\ drive.

4. Double click on the “access” folder.

5. Locate the file named MATTSTMTHD.pdf and create a shortcut for the file (right-click, Send
to, Desktop (create shortcut)).

6. After creating a shortcut on the desktop, double click on it. A pdf document will open.

7. Scroll down to the Table of Contents that starts on the second page.

8. Locate the Test Method that you wish to view and click on it. (Depending on the settings of
your computer, you may have to hold down the Ctrl button while you click on the Test Method.)

Note: This Reference Guide is routinely updated to include any new or improved
Test Templates. If you cannot find the Test Template that you are looking for, repeat
the steps above to get the latest version of the Reference Guide.
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Generating Random Numbers

For all Contracts let in the March 21, 2012 letting and later, SiteManager must be used to
generate and document random numbers for lot and sublot testing locations. In most cases, a
random number must be generated and stored in SiteManager for every test that requires a
sampling location BEFORE production begins on that lot or sublot of material. Exceptions
include those random numbers applied to locations (length and width of placement area),
which can be determined after placement.

There are currently two methods for generating random numbers in SiteManager. Projects let
prior to October 1, 2013 are to be generated in accordance with Method A. Projects let after
October 1, 2013 are to be generated in accordance with Method B. Each method is described in
detail below. Note: Projects let prior to October 1, 2013 but still active after that date can be
migrated from Method A to Method B upon request to the Systems Administrator.

Method A
To generate a random number in SiteManager, perform the following steps:

1. Open a new Materials Module Sample ID in the same manner as shown in the “Accessing a
Materials Sample in SiteManager” Section of the Materials Module portion of this manual.

2. On the “Basic Sample Data” tab of the Maintain Sample Information window, locate the field
labeled “Material” and enter the material code of the material for which a random number is
to be generated (this field can also be searched for the correct material code by right clicking
on the field and selecting “search” or “filter search” from the menu). This material code can
be determined from the “Sampling Checklist” contained in the Sample Information menu of
the SiteManager Access Reports System (SARS). Note: ACHM random numbers for
volumetric properties are to be handled in the ACHM spreadsheet, random numbers
for ACHM core locations must be generated in the SiteManager template.

3. Select the appropriate Sample Type and Acceptance Method from the provided drop down
menus. The appropriate SampleType/Acceptance Method combination can be determined
from the Sampling Checklist report in SARS.

4. On the “Contract” tab of the Maintain Sample Information window, Click on the “new” icon
and enter the Contract ID of the project where the tested material is to be placed (this field
can also be searched for the correct Contract ID by right clicking on the field and selecting
“search” or “filter search” from the menu). Select all of the line item options that appear in
the “Select Contract/Material Information” window that apply to the material code/sample
type/acceptance method combination that you are entering a random number for. The
“Contract Items by Material Code” report in the Sample Information window in SARS can
assist in selecting the appropriate contract items.

5. On the “Tests” tab of the Maintain Sample Information window, type “random” into the field
labeled “Test Method” (this field can also be searched for the correct test method by right
clicking on the field and selecting “search” or “filter search” from the menu).

6. Enter a Sample Test Nbr that is equal to the lot/sublot that a random number is being
generated for. (Example: For a Contractor Acceptance Test of lot 4, sublot 2, enter 4-2. If
testing is for a full lot then enter only the lot number). An “A” should be placed at the end of
the lot number to indicate the test was performed by the Department. Save the record by
clicking on the save button and then click on “Services” in the menu bar followed by
“Enter/view Test Data” in the drop down selection menu.

7. See the graphic below for instructions on completing the “random” template.
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¥9 Material Test Template Usage

Sample 1D : | Test Method : Test Number: |4-2
M aterial Code :

F Check here to generate random number. All Information below must be entered before
checking thiz box. Dnce checked, you will not be able to enter or change any information
e below. The random number 15 not considered official until this box i1s checked.

Lot No.: ’7 @

||7 Check here for tests performed during placement [gradations. strength. slump. etc_) i 2 )

|W Check here for tests perfformed after placement [densities, soundings, cores.etc.] @
Bandom Testing location for testz performed during placement.
Size of S5tandard Lot: @

+ Testing iz for Entire Lot @
" Testing is for Sublot One

" Testing is for Sublot Two
" Testing is for Sublot Three
" Testing is for Sublot Four

|+ Check here if lot/sublot is a partial @

Enter the zize of the Partial lot/sublot:

Bandom Teshing location for testz performed after placement.

Input overall length of placement:

Width of area to be tested:
| @
|
|

Step 1. Enter the Lot No. for the random number. Only enter the full lot number,
the sublot will be entered later.

Step 2. Check this box if the material will be tested during or prior to the
placement of the material (ex.: gradations, strength, slump, etc.)

Step 3. Check this box if the material will be tested after the placement of the
material (ex.: densities, soundings, cores, etc.). When this box is
checked, fields 3a and 3b will appear.

a. Enter the overall length of the material placement. If there are gaps in the
placement, add the length of all of the placements together.

b. Enter the width of the placement. If the width varies enter the average
width.

Step 4. Enter the size of the standard lot in the units that the material is to be
tested in. For example: If testing the strength properties of Class A
concrete placed for concrete combination curb and gutter, enter 400 here.
If testing the strength properties of Class A concrete placed for sidewalk,
enter 100 here (because the Department performs all acceptance testing).
Enter the full standard size of the lot even if the lot is a partial.
Partial lots are addressed in step 6.

Rev. 2-1-14 177





SiteManager RE Office User’s Guide

Step 5. Use the radio buttons to indicate what portion of the lot is being tested.

Step 6. If a lot or sublot is a partial, check this box. When this box is checked, 6a
will appear.

a. Enter the size of the partial lot/sublot. For Example: If only 265 Cubic
Yards of material is being tested in a typical 400 Cubic Yard lot, then
sublot three would be indicated in step 5 and 65 would be entered into
field 6a.

Step 7. Enter any remarks that may be needed to further explain the location and
conditions of the test that will correspond to this random number.

Step 8. Check this box after all information has been entered into the template.
Once this box is checked, you will no longer be able to edit any of the
information that was entered. Once checked, the template will look
like the image below. This box must be checked for the random number
to be generated.

Look at the SARS report for random numberz located under the Sample Information page for
the generated random numbrs and tezting locations calculated for this sample.

This testing location is for Lot 4 - Sublot Two  Calculations have been performed on a
of a standard lot zize of 4000 partial lot/sublot of 680

Remarks: |S|:uun|:|ing will be taken on main lanes placement only.

8. If arandom number needs to be regenerated, delete the test method that was created
in the process above and create a new one. Multiple random numbers can be
generated on a single sample id as long as they pertain to the same material code
sample type and acceptance method combination.

9. If additional comments need to be added to a random number after it has been
generated and placed in the unedited mode as shown above, the remarks icon
associated with the random number test method can be used. See below:
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9 AASHTO SiteManager

File Edit Services ‘Window Help

EEY @

™1 Material Test Template UUsage

Sample 1D : | Test Method : Test Number: (4-2

Matenal Code :

Remarks [General Remarks) :

[The location tested showed signs of segregation.
Look at the SARS ge for
the generated ran

This testing In%tiun iz 1a
of a standard lot zize ¢

Remarks: (Sounding w
’7 -
’7 [

10. The random numbers and testing locations that are generated in SiteManager cannot
be viewed in SiteManager. To view this information, open the latest version of
SARS, open the Sample Information menu and choose the correct Contract ID. You
do not have to choose a project number or a work item. Click on the Random
Number Report Button. The following report will appear. This report will show all
the random numbers created for the selected Contract ID. Random numbers will be
sorted by Material Code first the Sample Type/Acceptance Method combination and
finally by the Sample Test Number (Note: Because of this sorting order, it is
critical that you use the correct format when entering your Sample Test Nbr. If
not entered correctly, it will be very difficult to locate your random numbers).
A random number will not appear on this report if the check box mentioned in Step 8
above is not checked.
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: Page 1 of 1
Random NumberS b}" Materlal CDde Current As Of: 12/7/2012 10:25:49 AM
Contract ID: 090178
Testing
Test Standard Partial Random  Quantityto *Cummulative  Placement Random  Lengthfor Placement Random Offset
Mumber Lot Size  Lot/Sublot Mo, be tested Test Quantity Lenagth Mo, Testing Width Mo, from Edge
Material Code Acceptance - Contractor Test
J03CLY Material Description - Aggr. Base Course (Cass 7)-Field Testing
Sample ID: BCBC4321211135120
4-1 4000 029 290 12290 1500 0.70 10450 40 0.05 24
Lot Mo: 4 Sublot One Test Remarks: Sounding will be taken on main lanes placement onby.  The
location tested showed signs of seqregation.
Sample ID: BCBC4321211M35120
4.2 4000 063 1680 13680
Lat Mo: 4 Sublot Two Test Remarks: Material was placed on shoulders, no depth was specified
therefore no sounding was taken for this sublot
Sample ID: BCBC4321211M35120
4-3 4000 074 2740 14740 1500 0.40 600 45 0.61 143
Lat Mo: 4 Sublot Three Test Remarks:
Sample ID: BCBC4321211M35120
4-4 4000 855 041 3351 15351
Lot Mo: 4 Sublot Four Test Eemarks: Plan quantityis 3,855 TOMNS.

*Mote: If a partial quantity has been entered for any lot or sublot then the "Cummulatv e Test Quantity” is no longer valid for that series of lots. In this case. use
only the "Quantity to be tested” field for determing the quantity for testing. Ver: 10252012
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11. The quantity to be tested is in relation to the entire lot, not the sublot. The length for
testing is to be used to calculate the testing station. It is the responsibility of the inspector
to know the station limits of each lot/sublot of placed material. The inspector should add
the length for testing value to the beginning station of the lot/sublot. If the placement of
the material spans multiple locations, the inspector should determine which placement
location the test will fall in. For example:

a. Using the value calculated for sublot 4-1 in the report above, assume that the
material was placed in three different locations, Sta. 10+00 — 14+00, Sta. 25+00
—30+00 and Sta. 55+00 — 61+00. The length for testing is 1050°. Sta. 10+00 —
14+00 =400’ (no testing in this location, remaing length is 1050’ — 400’ = 650").
Sta. 25+00 — 30+00 = 500’ (no testing in this location, remaing length is 650° —
500’ =150"). Sta. 55+00 — 61+00 = 600’ (remaining testing length fits into these
station limits so testing location would be Sta. 55+00 + 150° = Sta. 56+50).

b. Once the testing station value is determined, it should be attached to the random
number report using the remarks bubble as demonstrated in step 9 above.

12. A video demonstration of random number generation is located on the Department’s
LAN at the following location: \\csd4\construc\Siteman\Instructional videos.

General Notes for Random Number Generation:
1. A Sample ID containing random numbers should be treated as a “living document”

throughout the use of the material that it represents. A user can estimate the number of tests
that will be needed at the beginning of the project and create them all in SiteManager at that
point. If changes need to be made throughout the life of the project, a test can be deleted and
re-entered with the correct information.

The actual completion dates for the random number tests should not be populated until the
test that they represent has been completed. The Resident Engineer should not authorize a
sample containing random number tests until all of the material that the sample represents has
been placed and tested. For example, a Sample ID with the material code CONCRETE-A
and a sample type/acceptance method combination of Acceptance/Department Test should
contain random number tests for the entire quantity of Class A concrete that will be tested by
the Department (sidewalks, drop inlets, etc.).

There is a report under the Sample Information menu in SARS that will assist you in
determining the approximate quantity of a material that will be used on a project. To access
this report, enter the Contract ID number on the Sample Information menu and select the
Material Code that you are interested in from the drop down list at the bottom right of the
screen. Once the Material Code has been selected, click on the “Contract Items By Test
Method” button.

It is very important that a correlation be created between the generated random number and
the actual test taken at the location determined by that random number. The official way to
accomplish this is to use the same lot/sublot designation for the “Sample Test Number” on
the actual test taken as you did on the “random” test. The combination of the Contract ID,
Material Code and the lot/sublot designation is the method of correlation between the two
tests. See Below for example:
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File Edit Services ‘Window Help

BEEFE DS JE =

rahdom Random Mumber Generator

= FendomMumberGenetor

—

0/18M2
00/00/00
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K3 AASHTO SiteManager
File Edit Services ‘Windmw Help

BEFYSH 2P

™ Material Test Template Usage

Sample ID : | Test Method : Test Nu 1@

M aterialLode :

Look at the SARS report For 1a
the generated random numbrz an

e Information page for
thiz zample.

om numbers located under the S
ezting locations calculated

This tezting location iz for Lot 4 - Two
of a standard lot size of 4000

Remarks: | This random number has been linked to the
Class 7 gradation test by using the same Contract
| 1D, Material Code and Test Number on hoth tests.

3 AASHTO SiteManager
File Edit Services Window Help

AR EE Q@
ﬂ Material Test Template Usage

Sample 1D : |

M aterial ﬁge 3 '|""' ™

Effective Date: JITENE

Test Method : Test Hu @

| AHTD CLASS 7 BASE GRADATION | 5.0 02/27/09
Diy Wt of Material | 10000.30 Liguid Limit [ -1 |1 [25 (IF CND Enter-1)

Diy Wt After Wash 921340 Plastic Limit | -1 [IF NP Enter-1]

Sieve Size w%d Percent Passing  Specification
112" a0 112" [qon oo oo
1™ B00.30 1™ [E0 " oo

34" [ 180000 34" O @0

14 556940 14
#40 £414.00 140
#200 50330 #200

Dust Ratio [0566 [0 [0750  Plasticity Index [-1 [ [“1"=nP)

IEREE
3
§|
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Method B

Method B does not use SiteManager for the generation of random numbers. Instead, Method B
uses the SiteManager Access Reports System (SARS). To generate random numbers using
Method B, perform the following steps.

Open SARS and access the Sample Information menu.

Select the Contract ID that random numbers are to be generated for.

Click on the Random Number Generator button.

The Random Number Generator window will appear. Select the appropriate Material Code,
Sample Type, Acceptance Method, Test Method and Test Frequency combination (This

combination of selections will be referred to as the material combination hence forth in this
manual) for the material for which random numbers are to be generated.

5. After selecting the Test Frequency, the generator will perform the following actions:

a. SARS will sum the project quantity of material meeting the requirements of the
selections made in step 4.

b. SARS will divide the total Material quantity by the selected Test Frequency. Note: If
multiple test frequencies exist, the Total Material Quantity will be equal to the material
set up for the selected testing frequency.

c. Ifaprojectis being migrated from Method A to Method B, a field will appear labeled
Enter starting test number. Enter the next random number in sequence after the last
number generated using Method A. For example, if 34 random numbers were previously
generated for CONCRETE-S using Method A, enter 35 into the Enter starting test
number field. Note: This field will only appear on projects being migrated and will
only appear the first time random numbers are generated for this material combination.

6. Modifications can be made to the defaults in the Total Material Quantity and No. of
Random Numbers needed fields. SARS will perform validation checks when edits are
made, be sure to read all pop up messages to make sure the Generator will calculate in the
manner intended with the edits.
7. Click the Generate Random Numbers button to generate random numbers for the selected
material combination.
8. Once generated, the Random Numbers previously generated field will change to reflect the
number of random numbers generated.

el N

Random Number Generator

Contract ID: RAND993

Material Code: [303CL7 I~

Sample Type:  |Acceptance E
I Accpt Method: |Contractor Test IZI Enter starting test number:
| TestMethod: cl7base3 E Random Numbers previously generated: 0
N Test Frequency: 1000 E Total Material Quantity 16000 No. of Random Numbers needed: 16
U [ Generate Random Numbers I [ Preview Random Numbers I [ Edit Random Numbers l

9. After generating a set of random numbers in the manner discussed above, a user can either
preview the list of numbers or edit the random numbers. To edit random numbers, click on
the Edit Random Numbers button.
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10. This will open the Random Number Edit menu. Random numbers cannot be regenerated
once they have initially been generated, but they can have additional information added to

them.
Editing of previously generated random numbers | Upload Changes and Close |
Random Placement Random Placement Random
Test No. TestSize No.1 Test Location Length* No. 2 Width * No. 3
1 1000 0.432 Station 436+78 1258 0.467 33 0.439
Remarks: Retest taken in same location on 9/25/13.
F Random Placement Random Placement Random
Test No. TestSize MNo.1 Test Location Length* No. 2 Width * No. 3
2 1000 0.994 1356 0.342 55 0.379
Remarks:
Random Placement Random  Placement Random
Test No. TestSize No.1 Test Location Length* MNo.2 Width * No. 3
3 1000 0.719 0.250 0.660
Remarks:

11. Each field in the Random Number Edit menu is discussed below:

a. Test Location — This field can be used to store the station offset information for
where the test for this random number was sampled. This field will typically
only be used when the random number is applied after placement of the material.

b. Placement Length — This field can be used to record the length of the placement
of material to be tested. Some tests require the material be placed prior to being
tested (such as densities on asphalt and aggregates, depths, cores, etc.). In these
situations, the length of the placement to be tested should be keyed into this field.
Random Number 2 will be applied to this dimension to determine test location.

c. Placement Width - This field can be used to record the width of the placement
of material to be tested. Some tests require the material be placed prior to being
tested (such as densities on asphalt and aggregates, depths, cores, etc.). In these
situations, the width of the placement to be tested should be keyed into this field.
Random Number 3 will be applied to this dimension to determine test location.

d. Remarks — Any marks pertinent to this random number can be placed in this
field.

12. After all desired edits have been made, click on the Upload Changes and Close button to
upload these changes to the Random Number database. This will return you to the Random
Number Generator screen.

13. To preview the actual test location information for the generated (and edited) random
numbers, click on the Preview Random Numbers button on the Random Number
Generator screen. See next page for example of Random Number Report.

a. When the length and width of placement are provided in the Edit screen, the
Random Number report will show the location for testing in the two sentences
immediately below the random numbers.

b. Any added comments immediately follow the testing location statements.

c. When a test has been entered that corresponds to a random number, the sample id
containing that test will appear under the remarks fields.

d. If multiple tests correspond to a random number, a statement will appear that
indicates the number of tests that correspond to the random number. Only the
first related sample id will be shown.
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Random Mumbers for Testing of Materials

Generated in accordance with AHTD Test Method 465

Contract ID:  RANDSS59
Material: 303CL7

Test was taken at Station 4565+7E8

Retest taken im zame location on 8/25/13.

This random number has been used in BCECA321399153614

Warmning: This rando

3 0719,0.250,0.660 1000 715 2719 4 0.055,0.434,0.485 1000 55 3055

5 ©0707,0818,0.853 1000 a7 4707 & 0.207,00069,0.107 1000 207 5207

7 0.725,0.205,0.876 1000 725 E725 2 006204330701 1000 B2 7062

5 04430367,0.857 1000 443 2443 10 0.151,0.397,0.637 1000 151 5151

11 0672,0525,0433 1000 E72 10672 12 0.009,0758,0.258 1000 5 11009

13 0.395,0.687,0.454 1000 3595 12385 14 0099,0717,0.194 1000 99 13099

15 0.622,0.835,0.016 1000 B22 14522 16 05958,00070,0.840 1000 953 15958

Fage 1 of 1 “Ver: 822013
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How to tie a SiteManager materials test to its corresponding random number
For proper documentation, random numbers must be linked to the actual test it represents. To do
this, SiteManager uses the Materials Combination in conjunction with the test number.

For Example:

The report shown above lists all random numbers for the Material Combination of
RAND999/303CL7/Acceptance/Contractor Test/T310/1000. Random numbers are then
automatically generated with a sequential Test No. (these test numbers cannot be edited). SARS
will therefore search all sample ids to find a Materials Combination that matches the one shown
in the report header. After it finds a matching Material Combination, it begins to look at the test
numbers that correspond to the Materials Combination. When it finds a test number equal to the
random number test number, it will create a link between the two.

Please note, it is critical the exact same test number be input into SiteManager as was generated
for the random number. If this is not done, there will not be a link between the random number
and the SiteManager test and an auditor will consider the test unsupported by a random number.
If the improper tst number is used in SiteManager, be sure to use the Remarks field in the random
number report to indicate the sample id and test number where the random number was used
since the random number generator will not be able to make the link automatically.

Do not use lot/sublot designation for a test number in SiteManager

Random numbers are being generated for a specific method of testing on a specific material.
Because of this, the test numbering in the random number generator and the test numbering used
in SiteManager should be sequential, not lot/sublot designation. This is a major change from
Method A.

For example:

Assume a test on Class A concrete is taken at in lot 2, sublot 3 of accumulative placed material by
both the Contractor (for acceptance) and the Department (for verification). The Contractor would
use Random Number Test No. 7 from the Acceptance/Contractor test report of random numbers
(four tests were taken in lot 1 and this is the third in lot 2) and the Department would use Random
Number Test No. 2 from the Verification/Department test report of random numbers (because it
is the second lot). When the corresponding test information is keyed into SiteManager, the user
must enter 7 into the Sample Test Number field of the Tests tab for the Contractor test and must
enter 2 into the Sample Test Number field of the Tests tab for the Department test. See
correlation demonstrated on next page.

Random numbers do not apply to pay items, but to specific materials and methods of
testing.

When generating random numbers, there is no consideration given to contract items, only to
materials being tested. When creating a corresponding sample in SiteManager, the number of
items attached to the sample id has no impact on how the sample will correspond to the generated
random number. However, when attaching items to the sample, make sure they all have the same
testing frequency as the generated random number. For example, when using a random number
generated for acceptance by the department of Class A concrete, all of the items attached to the
corresponding sample should have a testing frequency of 100 CUYDs.
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Example of Random numbers generated for Contractor Acceptance testing of Class A concrete.
Note the sample ID shown for Random Number Test No. 7. This means a link has been created
between the generated random number Test No. 7 and a test entered into SiteManager.

Random Numbers for Testing o

Contract IDx  RANDSH99
Material: CONCRETE-A

ampleType: Acceptance

est Method: cylinders Total M at Quant 671
es est Cummulative es Randorr est Test Cummulative
Location Test Location Numbers Size Location Test Location
1 08180672,0734 100 822 2 0741,0387,0.387 100 74 174
3 0760,0519,0669 100 76 ) = 4  0333,0342,0.836 100 33 333
5 07190271,0033 100 72 472 & 0k38,0707,0543 100 B9 SE9
7 07070839,0226 71 50 G50

Example of a Contractor Acceptance test of Class A concrete being entered into SiteManager.
The same Materials Combination as shown in the header of the report above was used on the
Basic Sample Data tab and items with the same testing frequency as the generated random
number were attached to the Contract tab. The final step to create the link is to enter the
Random Number Test No. into the Sample Test Nbr field of the corresponding SiteManager test.

Basic Sample Data Contract f Tests

Sample |BCBC4321330083053

Test Method Sample Test Nbr Test Description

7 |AHTD Combined Cylinder Feport

Test Method: |cylinders |8HTD Combined Cylinder Report

Sample Test Nbr: |7
Start Date: |03/26:13
Actual Completion Date: (000000
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Sampling Checklist

The sampling checklist in SARS can be used to see which items need ransom numbers generated
and how many have been generated. When random numbers need to be generated for an item,
the Sampling Checklist will display the following banner:

Contract

Project Line Item Authorized
Mumber Mumber Item Description Quantity Qluantity Unit

Material Code Sample Type - Acceptance Type

RANDI9S 000z Drop Inlets (Type C) 35.000 EACH
CONCPRELIM Acceptance - Department Test
Test Method Taken Current Req.  Total Expected Frequency Conv. Factor Quartity Satisfied  Unit
prelim2 1 1/ 50000 339 CUYD
Special Instructions:
CONCRETE-A Acceptance - Department Test
Test Method Taken Current Req.  Total Expected Frequency Conv. Factor Quartity Satisfied  Unit
cylinders 2 17100 339 CUYD
Random numbers need to be generated for this test
Once random numbers have been generated for a Materials Combination, all contract items
requiring testing by that Materials Combination will have the discrepancy satisfied and will
display the following message:
Project Line Item Contract Authorized
MNumber Number Item Description Qiuantity Quantity Unit
Material Code Sample Type - Acceptance Type
RAMNDS9S 0005 Agar.Base Course{Class 7) 16,000.000 TON
303CLY Acceptance - Contractor Test
Test Method Taken Current Reg. Total Expected Freguency Cony. Factor Quartity Satisfied  Unit
cl7base3 16 141000 1 TOMN
Random numbers for tests 1 through 16 have been generated.
T310 16 141000 1 TON

Random numbers for tests 1 through 16 have been generated.

This message will list the total number of random numbers generated for the Material
Combination that relates to the contract item shown in the Sampling Checklist. Therefore, the
number of generated random numbers may exceed the number of required tests for the contract
item being looked at because there may be multiple items using the same Material Combination.
The number of generated random numbers should never be less than the required tests for any
related contract item.

Special Case of ACHM
ACHM requires some additional special considerations when linking random numbers to the tests
they represent. This special consideration is necessary for the following reasons:
1. The same Materials Combination is used for multiple pay items that are not tested
sequentially (i.e. ACHM Surface, ACHM Binder, ACHM Base).
2. Sample IDs for ACHM are created by the ACHM application which combines
Contractor and Department tests into one lot test.

To address the special considerations for ACHM, perform the following steps when generating
random numbers for ACHM and when linking random numbers to test.
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1. Determine the total anticipated quantity of ACHM material on the project. This can
be easily determine by selecting the ACHM material code on the Sample Information
menu in SARS and clicking on the Contract Items By Materials Code button. This
will open a report that sums the quantity of all contract items containing ACHM.

2. Open the Random Number Generator in SARS and make the following Materials
Combination selections: ACHM/Acceptance/Department Test/ ACHMTST/select
highest available Test Frequency (however do not select a frequency that is greater
than 3000).

3. Change the Material Quantity to the value shown in the Contract Items By

Materials Code report.

Generate the random numbers.

Once the test related to a random number has been uploaded from the ACHM

application, the corresponding sample ID number should be entered into the remarks

field of the random number located in the Edit Random Numbers screen of the

Random Number Generator.

o ks

SARS Reports for Materials

The following SARS menus and reports should be used to review Materials entries.

Sample Information Menu

This menu contains reports related to the materials testing requirements for a project. Each report
presents the information in different formats. Users should familiarize themselves with all reports
on this menu screen and determine which are most beneficial for their tracking of materials
testing. The most important report in this menu is the Sampling Checklist report. The Sampling
Checklist will display all testing requirements and display the status of tests entered to satisfy the
testing requirements.

Test Results Menu

This menu contains reports that display the data entered into materials test templates. The reports
on this menu screen should be used to review the data entered into a test template before the
Sample ID containing that template is authorized.
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